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PRE FA CE 
MunIc Ipal government Is a serv Ice Industry and, lIke most serv Ice 
businesses, personnel costs consume a hIgh percentage of the tot al 
operat Ing budget. Moreover, publIc serv Ices bas Ically are rendered by 
people, not by machInes; the degree of c It Izen satIsfact Ion wIth the 
serv Ices prov Ided by government depends as heav Ily on � they are 
perform e d  as on � I s  pe rformed. It Is clear that effect Ive 
ut I I Izatlon and manag ement of personnel Is mandatory If a mun Ic Ipal Ity 
Is to provide sat Isfactory serv Ices at reasonable costs. 
It Is the purpose of th Is manual to prov Ide assIstance to mun IcIpal 
off Ic Ials In managIng the Ir work force In an effect Ive, eff Ic Ient, and 
legal manner. Whl I e  the bas Ic concepts presented wll I be of greater 
ass Istance to the small mun Ic Ipal organizat Ion wh Ich has no personnel 
depart ment or personnel d I rector, It Is hoped that the InformatIon 
presented w Ill be of some use to every person who has any role In the 
personnel management funct Ion. 
ORGAN I Z I N G FOR PERSONNEL  MANAGEMEN T 
Personne l adm i n i strat i on has been def i ned by O .  G l enn  Stah l a s  " t h e  
tota l i ty  of  con c e r n w i t h  the h uman resources o f  organ i zat i on . "  Based 
u pon thi s def i n i t i on ,  everyone I n  mu n i c i pa l  ma nagement - the mayor , t h e  
c i ty manager , the department head, a n d  the forema n I s  concerned w i th the 
h u ma n r e s o u rces  o f  the m u n i c i p a l i t y a n d  I s  t h e r e f o r e  e n g a g e d  In 
p e r so n n e l ma n ag emen t . T h e  ex i ste n ce of a p e r so n n e l department or a 
p e r so n n e l d i rector does not l es s e n  ma n a g em e n t  r e s p o n s l b l  I I t y f o r  
p e r so n n e l a dm i n i s tr at i o n ;  s u c h a d e p a r tment  o r  p e r s o n  I s  s i m p l y  an 
ad d i t i ona l resource to a i d I n  c a r r y i n g ou t t h e  r e s p o n s l b l  I I ty of a l  I 
management persons .  
P e r s o n n e l r e s p o n s l b l  I I t l es a r e  s h a r e d  t h ro u g h o u t  a m u n ic i p a l  
organ i zat i on .  The gover n i ng body estab l i shes po l ic i es wh i ch con f orm to 
t h e  s t a t u t e s , t h e  c h a r te r , a n d  or d i n a n c e s . The c h i e f execu t i v e  
a dm i n i ster s these po l i c i es a n d  may h ave a uthor i ty to formu l ate r u l es o f  
h i s  or  h e r  ow n.  Depar tment heads  a n d  s u bor d i nate superv i sors I nterpret 
po l i c i es a n d  make personne l dec i s i o n s. E v e n  r a n k-a n d - f l I e  em p l oyees 
a f f e ct  p e r s o n n e l d e c i s i o n m a k i n g  t h ro u g h  t h e i r  p a r t i c i p a t i o n I n  
suggest i on s ystems a n d  the mu n i c i pa l i t i es' forma l and I nforma l c h a n n e ls 
of commun i cat i on .  
W h l  Ie e a c h  ec h e l on of  t h e  o r g a n i z at i on may have var i ous personne l 
management respons i b i l i t i es ,  person ne l a dm i n i strat i on shou l d  be ass i gned 
to a s p ec i f i c u n it or p e r s o n  I n  o r d e r  to e s t a b l i s h a dm i n i s t r at i ve 
respons i b i l i ty an d aco u n ta b l l i t y .  Th e or g a n i z a t i o n a l str uct u r e f or 
p e r so n n e l a dm i n i st r at i on w l l I vary  w i de l y , depend i ng u pon the s i ze of 
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t h e m u n i c i p a l  i ty ,  t h e  nu m ber of em p l o y ee s ,  and the prov i s i ons of the 
l oca l charter and ordi nances. 
Bas i ca l l y , th ree a l ter nat i ve p l an s  for personne l adm i n i str at i on wl l I 
be found. The f i r st p l an i s  the personne l department whose head  reports 
d i r ect l y  to t h e  c h i ef exec u t i v e. T h e  d ep ar tmen t s er v es a s  a sta f f  
agency to the ch i ef execut i ve and to a l  I mana g ement p er sonne l .  I t  i s  
c h a r ged 'w i th the respons i b i l i ty of see i ng that good personne l pract i ces 
are fo l l owed by a l  I departments and that personne l i mp l  i cat i o n s  a r e  not 
over l ooked i n  po l i cy dec i s i on s. 
A s econ d p l an i nvo l ves an i nd ep endent c i v i l ser v i c e comm i ss i on, 
w h i c h h a s  certa i n  p r es c rIbed power s i n  t h e  h i r i n g ,  p r omot i o n ,  a n d  
d i sc i p l  r n i ng of mun i c i pal emp l oyees. The Comm i ss i on's a uthor i ty may be 
l i m i ted to emp l oy ees o f  p ar t i c u l ar d e p a r tmen ts ; i . e. ,  p o l i ce and/or 
f i re. 
T h e  t h i r d p l a n I s  f ou n d  i n  sma l l er J u r i s d i ct i o n s  w h i c h cannot 
Just i fy a f u l I -t i me per sonnel of f i cer . The res pons i b i l i ty for personne l 
act i v i t i es ma y be  a s s umed by the ch i ef adm i n i strator , s u ch as the c i ty 
manager or c i ty recor d er ,  o r  t h ey m a y  b e  a ss Ig n ed to an a s sIstant. 
Fr eq uent l y , t h ey w i  I I be a s s i g ned to a qua l i f i ed per son who has other 
sta f f  f unct i on res pons i bll i t i es such  as  b udget i ng or purchas i ng. 
There i s , of cou rse, the poss i b i l i ty that a fourth p l an or s i tuat i on 
ex i st s  wh ere t h er e  h a s  b ee n  n o  a s s i g nm e nt o r  a s s u m p t i o n o f  t h e  
r e s p o n s i b i I i t i e s o f  p e r s o n n e l a d m i n i s t r a t i o n .  P e r s o nne l 
res pon slb i l  i t i es a r e  c ar r i ed o u t , s i n ce t h ey cann ot be  a v o i ded,  b y  
var i o u s  p er sons w i th i n the mun i c i pa l  organ i z at i on; there i s  no overa l I 
d i r ect i on or a s s i s tanc e  to a i d m a n ag ement i n  c a r r y i n g o u t  t h e i r 
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r e s p ons l b l  I I t l es I n  an ef fect i ve,  ef f i c i ent , and l ega l manner. Such a 
s i t u a t i on ,  reg ar d l e s s  of  s i z e or  num b er o f  em p l oy ees , c an l e a d  to  
s e r i o u s  p roblem s. Th e l ac k  o f  p e r sonne l a d m i n i str at i on s h ou l d  b e  
recogn i z e d  a s  b e i ng u ns a t i s f actor y  a n d  correct i v e act i on s h ou l d  b e  
taken. 
LE GAL FRAMEWORK FOR PERSONNEL MANAGEMENT 
A s  wa s p o i nte d o u t p r e v i o u s l y , t h e  l e g a l f r a m e w o r k f o r a 
m un i c i pa l i ty 's p e r sonne l manag ement p r og r am m a y  b e  found I n  sever a l 
p l aces.  Fe d e r a l l aws a nd r eg u l at i ons , t h e  Tennessee Code Annotated, 
pr i vate act charter s ,  or d i nances , reso l ut i ons , and r u l es may a l  I conta i n  
prov i s i ons a f fect i ng p e r sonne l mana gem ent. O b v i o u s l y , some o f  th i s  
l eg a l f r amewor k m a y  be c h a ng e d  by l oca l l eg i s l at i ve act i on, but other 
port i ons must be accommodated pend i ng act i on by the Genera l As s em b l y  or 
by  Congress. 
FEDERAL LAWS AND REGULATIONS 
S i nc e  1972 , when Congress extended cover age of the Equa l Emp l oyment 
Opportun i ty Act to I nc l u d e s ta te and  l oca l gove rnment s , t h e  Fe d er a l 
g o v e r nment h a s  p l a y ed a n  e v er I nc r ea s i ng ro l e  I n  mun i c i pa l  personne l 
matter s. T h e  Age  D i s c r i m i na t i on I n  Em p l oyment Act o f  1 967 a nd t h e  
P r e g nanc y  D i sc r i m i na t i on Act o f  1978 are a dd i t i ona l feder a l l aws wh i ch 
are a pp l i cab l e  to l oca l gove rnments.  For a f ew y e a r s  m un i c i p a l i t i e s 
we r e  s u b j ect to t h e  Fa i r  L a bor  Sta nd a r d s  Act unt i l th i s  was dec l ared 
unconst i tut i ona l by  the U .  S. Supreme Court f n  1976. 
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Various Federal agencies s u ch as the Equal Employment Opportunity 
Commission, t h e  U. S. Civil Serv t ce Comm t sslon, t h e  Department of 
Just tce, and the Department of Housing and Urban Development, have 
Issued regulat t ons affecting employee selection procedu res. The  U. S. 
S u p reme Co u rt and ot h er federal c o u rts h ave been active In t h e  
Interpretation of ConstitutIonal Issues and t h e  numerou s  stat u tes and 
regu lat t ons as t h ey apply to personnel. Unfort u nately, many of the 
court dec t slons are t ncons t stent wt th one anoth er, mak t ng t t  d t ff t cult 
to determ tne what Is legally permlssable or enforceable. 
It Is virtually t mposslble for the smal I mun t clpallty to be aware of 
the  t h ousands of pages of reg u lat t ons, dec1slons, and laws which come 
o u t  of t h e  t h ree branc h e s  of t h e  federal govern ment. Yet,  a 
municipality cannot afford to Ignore these documents. The consequences 
of being unaware of or Ignortng them can be costly. 
While no attempt wll I be made to list al I the laws, regulatIons, and 
dec tslons which are applicable to mun t clpal Itles, reference wll I be made 
to some of t h em t n  connection with certain su bject matter. AI I the 
practices which are suggested In t his man u al and t h e  model personnel 
ru les contained In t h e  Appendix are, Insofar as can be determined, In 
conformance with federal laws, regulations, and decisions. By following 
t h e  s u gges t i ons contained h ere t n, a munic tpal Ity may avoid major 
difficulties In coping with the federal area of the legal framework. 
STATE LAWS 
The Tennessee Code Annotated contaIns no comprehensIve personnel 
regu lations whIch are applicable to m unicIpal It t es. T. C. A. does, 
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however, contain provisions which are applicable to certain aspects of 
personnel management. T. C. A. 8-33-1 01 et seq. gu arantees re- employment 
rights to municipal employees who leave for military service and T. C. A. 
8-33-109 provides that employees wh o are members of ml I Itary reserve 
units or the National Guard are entitled to fifteen (1 5 )  days of paid 
leave per year while performing military duties. Discrimination In t h e  
employment of h andicapped persons Is proh ibited b y  T. C. A. 8-50-103. 
T. C. A. 8-50-107 provides that no employee who was an employee In 1977 
shal I be dismissed or penalized because of nonresidence In the employing 
municipality. The "Pu blic Employee Political Freedom Act of 19 80" 
(T. C. A. 8-5 0- 6 01) provides t h at It sh al I be unlawful for any public 
employer to discriminate against an employee beca use t h e  em ployee 
comm u nicated wit h an elected public official. These specific mandates 
of State law must be campi led with, and the ultimate responslbl I Ity for 
campi lance rests with the chief executive officer. 
CHARTERS 
The primary sou rce for t h e  legal basis of personnel management In 
Tennessee mu nicipalities Is t h e  ch arter. Individ u al priva te act 
c h art ers vary widely regarding provisions pertaining to the personnel 
function. Some of t h e  older ch arters wi I I contain little, If any, 
mention o f  personnel whl  I e  others wll I contain vol uminous detail on 
every aspect of personnel administration. The  Charter of t h e  City of 
Jackson contains some eleven pages of provisions pertaining to personnel 
administration and Includes such Items as t h e classified positions In 
eac h  dep artment and t h e  minim um pay for pol Ice officers and f i re 
fig h ters. It Is generally considered to be undesirable to h a ve 
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procedural personnel matters contained In a Charter because Charters are 
too· difficult to modify to meet the ever changing c ondi tions and 
techniques of personnel management. 
I n  reality, only three elements need to be Included In a charter as 
the basic legal frame work for personnel management. The first and most 
essential element Is the principal of merit. Discrimination, whether It 
be based upon politics, race, religion, sex, or any other factor, has no 
role In any employment situation. In addition, the Equal Employment 
Opportunity Act of 1972 makes such discrimination Illegal 1 
The second element Is a provision for rule making authority which 
should be delega ted to the chief administrator, possibly wi t h  the 
concu rrence of the governing body. This permits al I procedural aspects 
of personnel management to be Included In the rules which can easily be 
modified as circumstances dictate. 
Finally, the basic legal document should Include a provision for an 
appeal procedure. Employees are en t i t led t o  o bje c t i v i t y  In th e 
administration of a personnel program and such a provisIon assures It. 
In short, the legal frame work should provide for stability of policy 
and flexlbl I ity of procedure. A brief, yet adequate, example of good 
charter provisions Is found In Sections 3 . 08 and 3 . 09 of the Charter of 
the To wn of Bruceton, which was enacted by the General Assembly In 1980 . 
The provisions read as fol lo ws: 
"SectIon 3 . 09 . Employees--appolntment and promotion; remoyal 
or suspensIon; appeal and hearing. The appoIntment and promotion 
of employees of the to wn shal I be on a basis of merit, considerIng 
technical kno wledge requIred to perform satIsfactorily the work, 
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ex p e r i enc e i n  t h e  p a r t i c u l a r o r  sIm i l ar l i ne of  wor k ,  and 
adm i n i strat i ve or s uperv i sory qua l i f lc a t i ons. Un l es s  ot h er w i se 
p rov i ded b y  t h i s  C h a rter , th e Mayor s ha l I have author i ty to make 
appo i ntments , promot i ons and tr ans f er s ,  and to m a k e  demot i ons , 
s u s p ens i ons , a nd r emova l s  of emp l oyees for reasonab l e  cause, and 
m a y  de l eg a te s u c h  a u t h o r i t y to dep a r t m ent h ea ds , a s  m a y  b e  
p r ov i ded f or b y  or d i nance. Bef or e r emov a l o r  s u s p ens i on, an  
emp l oyee sha l I be g i ven a wr i tten not i ce of Intent i on t o  s u s p end 
or  r emov e h i m ,  conta i n i ng a c l ea r  s t a tement of the grounds for 
s uch proposed act i on and not i f i ca t i on t h a t  he m a y  a p p ea l to t h e  
town councl I b y  f i l lng , w i t h i n  1 0  da y s ,  w i th the town recorder 
wr i tten not i ce of h i s  Intent i on to do so. A f ter rec e i p t of  s u c h  
not i ce th e Boa r d  s h a l I set a t i me and p l ace for a p ub l i c  hear i ng 
on the matter , to be h e l d w i th i n  20 day s  thereafter. The votes of 
t h r ee A l dermen s h a l I be r equ i r ed to  over r i de the s u spens i on or 
remova l ,  and the act i on of the Board may be w i th part i a l or ent i re 
l os s  o f  sa l a r y ,  b u t i f  the s u spens i on Is overr u l ed by the Board, 
any l oss of  sa l ary sha l I be pa i d  to the emp l oyee. 
Sect i on 3. 09 . Personnel rules. The Board sh all by ordInance 
ado p t  s u p p lementa ry ru l es and reg u l at i ons govern i ng employment by 
the town, not i ncons i stent w i th  the prov i s i ons o f  t h i s  C h a r ter. " 
LOCAL RULES 
W hl I e  I t  i s  qu i te poss i ble that a mun i c i pa l i ty cou l d  have ef fect i ve 
p er sonne l mana g ement w i t h o u t  a ny c h ar ter p r ov i s i ons p er t a i n i ng t o  
p er sonne l , i t  Is i nconce i vab l e  that an acceptab l e  s i tuat i on cou l d  ex i st 
w i thou t h av i ng wr i tten personne l r u l es.  I t  Is i mp os s i b l e  to  p l ay a 
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su ccessfu l  personnel "game" with out h aving a set of r u les that are 
known, or at least available, to every player. The rules may be adopted 
In the form of a personnel ordinance, or they may be ratified by a 
simple motion of the governing body. Some municipal ities have seen fit 
to h ave bot h a personnel ordinance and personnel rules. The need for 
both documents Is questionable and probably serves no pu rpose In the 
smaller communities. 
The rules, regardless of their form of adoption, need not be unduly 
long or complicated. They do need to be reasonably comprehensive, in 
comp l lance with Federal and State laws and ch arter provisions, and 
written in plain language. Appendix A Is a set of personnel ru les which 
meet the standards set forth and which are considered to be suitable for 
adoption by any small municipality that lacks this basic docu ment. Any 
municipality contemplating adoption of the rules would be wei I advised 
to review them In light of local conditions and for compl lance with any 
pertinent charter provisions. 
The s uggested ru les are not presented in the form of an ordinance, 
but the format is such that they may be converted to ordinance form with 
I ittle difficu lty. The decision of whether to adopt the rules in the 
form of an ordinance or by motton is one to be made locally and In 
reality makes litt le difference. The primary concern Is to get 
something in writing which has been officially endorsed by the governing 
body. 
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THE SUPERVISOR'S ROLE 
As was poInted out prevIously, all levels of supervIs Ion wIthIn a 
mu n I c I pal organIzatIon have personnel responslbl I Itles. In smal I 
organizations, certaIn personnel actIons fall more heavIly on the first 
line supervisor - regardless of his title - than do others. Performance 
appraisals, motivatIon, grievance handl lng, and accIdent prevention are 
p e r s o n n e l c o n c e r n s  o ve r  w h i ch t h e  f i rst l I ne s u p e r vIso r  h a s 
responsIbility and wide dIscretion. 
PERFORMANCE APPRAISALS 
The formal performance appraIsal Is one of the least understood and 
most misused personnel technIques. First line supervisors res ist their 
use because they feel that they are forced to make distinctIons between 
good, bad, and Indifferent employees. Employees resist the i r  u s e  
because they feel that they are used Improperly by their supervisor to 
show favoritism. AdmInistrators resist their use because they feel that 
the benefits of their use are outweighed by adverse reactIons. 
This Is somewhat surprising because everyone rates their employees, 
w heth e r  th e y  be col lea gues, superi ors, or subordinates. It Is a 
perfectly natural and rational process. Supervisors informally appraIse 
their subordInates every tIme they make recommendations on pay Increases 
or on promotIons. Inasmuch as a supervisor Is g o I n g  to eval u a te 
personnel any way, the evaluatIon should be done systematically and 
employees should be Informed of the results. This Is the role of a 
performance appraisal system. 
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A great deal of time and effort has been expended In designing a 
"good " rating system or In finding a "good " rating form whi c h  h a s  
un Iversal use. The rating system util Ized should be compatible with the 
primary objectives to be achieved. Some syst ems are designed primarily 
as an aid to the superv Isor In a counselor role. Some are Intended to 
a Id In administrative decisions such as promotions, layoffs, and salary 
Incre ases. AI I are Intended to make sure that the rater does not 
overlook, and thus fall to act on, pertinent aspect s of the employee's 
performance. 
A number of d Ifferent formats, from the relatively s Imple to the 
very complex, are used for performance evaluations. Perhaps the most 
common form Is the rating scale In which a number of traits are l Isted, 
with the rater required to check the degree of satisfaction on eac h 
trait for each employee. Quality and quantity of work, reliabil Ity, 
init Iative, and other comparable personnel traits are usually listed. 
Frequently, there Is also a means of determining a score by arbitrarily 
ass Ign Ing a number of points for each degree of each trait . A typical 
performance appraisal form Is found In Appendix B. 
While all rat Ing systems have admitted weaknesses, they al I have the 
advantage of plac Ing some common frame work In the hands of al I raters; 
they rem Ind them of things Important to the munic Ipal It y. They also 
p rovid e employees a f e e l i n g  of w here they stand with the boss. 
Employees want to kno w, and are enti t l e d to kno w, whether t h e Ir 
performance Is or Is not acceptable. W Ithout a formal performance 
appraisal system, It Is doubtful that many superv Isors wi II take the 
t Ime to tell the Ir subordinates about their Job performance. 
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MOTIVATION 
Motivation Is the term appl led to t h e  th oughts or feelings that 
cause a person to act. The objective of th e municipal administrator Is 
to motivate eac h employee In a manner compatible with the a lms of the 
organization. This Is not an easily attained objective, and there Is no 
magic formula available to h elp. The problem varies according to the 
type of employee, and what works In one department or with one empoloyee 
w ll I not necessarily work with another. 
People have various psychological needs. Pay, the poss lb l I Ity of 
promotion, and security are necessary to satisfy the off-the-job needs 
of employees--to furnish them with adequate food, clothing, and shelter. 
But there are other needs that can be met on the job. These Include the 
need for a feeling of accomplishment, t h e  need to h ave pride In one's 
ski I I and knowledge, t h e  desire to h elp others and to be helped when 
needed, and the feeling of being accepted by one's associates as wei I as 
one's superiors. 
Different categories of employees have differing "mixes" of these 
psychological needs. The uns k i  I led laborer Is more likely to find 
satisfactions off-th e-job and therefore be more concerned with pay and 
security, than Is the typical office employee. T h e  off Ice worker Is 
more likely to place great emphasis on closeness to execut Ives, on the 
personal relationships that occur on the job, and on pride In a job wei I 
done. 
I t  is t h e  role of the supervisor to h elp eac h subordinate meet 
psych ologIcal needs In b ot h  t h e  off-t h e-j ob and t h e  on-t h e- job 
categor I es. I f  employees' psychological needs are met, then they are 
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l i kely to be sat i sf i ed In the i r  work a n d  be mot i vated to act In a manner 
t h at Is s u p po rt i v e o f  t h e  g oals o f  t h e  mu n i c i p a l i t y .  S u g g e s t i o n 
s y stem s ,  qu a l i ty c i rc l es ,  and  par t i c i p atory management are some of the 
tec h n i ques w h i ch have been u t i I I z e d  to a ttem p t  to s at i s f y  o n -t h e-Jo b  
n ee ds o f  emp l oyees . Un f o r t u n ately , t h e r e  a r e  n o  s i mp l e  a n swers  to 
em p l o y ee mot i va t i on .  S i n c e  a l l emp l o y e e s  do n ot e x p e c t  t h e  s am e  
s a t i s f act i ons  from the i r work , s uperv i s i on must b e  a d j usted accor d i ng l y  
In a n  attempt to successf u l l y mot i vate each one . 
GRIEVANCES 
A g r i e v a n c e  Is  a s i t u a t i o n w h e r e i n  a n  employee be l i ev es t h e  
Imme d i ate s u p e r v i s o r h a s  m i s i n t e r p r e t e d o r  mls a p p l le d a r u l e ,  
reg u lat i on ,  or d i n a n c e ,  or charter prov i s i on .  A gr i evance proced u re Is 
m e r e l y  a ste p -b y - s te p  p r o c e d u r e  t h r o u g h  t h e  v a r i o u s  l e v e l s  o f  
superv i s i on .  
The g r i e v a nce p rocedure perm i ts emp l o yees to get someth i ng w h i ch I s  
bother i ng them o f f  the i r  chest .  The theor y  I s  a sore p o i n t s hou l d  b e  
c l e a r e d  u p  a n d  remov e d . I f  a n  emp l oyee f ee l s someth i ng Is wrong , the 
g r i evance proced u re br i ngs It to the atte n t i on o f  ma n ag emen t  w h er e  It 
can e i ther be corrected or exp l a i ned . 
Th e f i r st l i ne superv i sor o ften resents the gr i evance process s i nce 
It I s  u s u a l ly the s uperv i sor ' s  dec i s i on that Is be i n g qu est i on e d . Th e 
d e c i s i o n m a y b e  o v e r r u l e d o r  mod i f i e d .  Th e s u p e r v i sor n e e d s  to 
u n d e r stand tha t no o n e  Is e x p e c te d  to b e  i n f a l I I b l e  a n d  h o n e s t 
d i f f er e n ces o f  op i n i on may occur  over the Interpretat i on of  a s pec i f i c 
ru l e  or regu l at i on. Assurance shou l d  b e  g i ven to  t h e  s u p e r v i sor t h at 
t h e  o p port u n i ty ex i sts to exp l a i n  dec i s I ons . These dec I s i on s  wll I not 
be arb i trar i l y  overruled . 
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A grievance procedu re can be of immeasu reable assistance to rei ieve 
the pressures which arise within a municipal organization. Obvio u sly, 
first I ine super visors must have a thorough knowledge of the personnel 
rules and an understanding of the purpose of the pr ocedu re if it is to 
work effectively. 
A simple grievance procedu re wil I be found on page 13 of the Model 
Personnel Rules in the Appendix. 
SAFETY AND ACCIDENT PREVENTION 
The dir ect and indirect costs of accidents Justify the expenditure 
of considerable time and effort in safety activities. Direct costs 
include Worker's Compensation and liabil ity insu rance premiums, medical 
payments, and salaries paid to injured employees. Indirect costs, which 
can be th ree or fou r times the dir ect costs, inclu de equ i pment down 
time, time lost by fellow workers, loss of proficiency becau se of cr ew 
br eakups, and disr uption to production caused by damaged or inoperable 
machinery, tools and equipment. A wei I or ganized safety program can 
assist in reducing accidents and their related costs. 
A safety program should provide for pr e-employment physicals, as 
wei I as periodic physical examinations for various classes of employees. 
Employees involved in hazardous work should be provided adequ ate health 
ca r e ,  incl u ding necessa r y  vacci nations and emer gency ser vices. 
Arr angements should be made for fir st aid facil ities and medica l 
treatment. F i rst aid training for personnel should be provided. Safety 
training and instructions in safe operat i ng procedures should be carried 
on continuou sly. Assistance in establishing and reviewing safety 
programs can frequently be obtained from the company which pr ovides 
Worker's Compensation insurance. 
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Regard less of the comprehensiveness of a safety program, no program 
can be really effective unless first line supervisors are committed to 
It . Nothing can replace the supervisor's responsIbi lity to see that 
jobs are performed safely. On ly the supervisor can enforce, on a dar Iy 
basis, working ru les and practices designed to promote safety . In 
training emp loyees, the supervisor can best stress safe work habits and, 
with disciplinary authorIty, assure adherence to safe work practices. 
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THE HIRING PROCESS 
The act of putting a person on the municipal payroll generally comes 
after a three part sequence of recruitment, selection, and appointment 
that can take a few days or can stretch over a period of months. 
RECRUITMENT 
Recruit ment Involves seeking out potential employees for a specific 
job or for a class of jobs. The first element In recruitment Involves a 
pol icy decision whether to limit the search to the Immediate area or to 
broaden the search. A search for professional or tech nical personnel 
may require a regional or even national search. A deliberate attempt to 
limit recruitment to the municipality Itself cannot be justified on any 
rational basis. 
Recruitment can be Improved If the application procedure Itself Is a 
simple one. Too much red tape discourages good applicants. Information 
on job openings shoul d  be giv en out by phone or by mall. Appl icatlon 
forms should be readily available. 
A simple but comprehensive application form Is an essential part of 
a recruitment program. The form should supply basic Information about 
the app licant , such as personal data, educational background, and work 
history with dates, positions, and brief desc riptions of duties and 
responslbl I It les. The Inform ation requested on the form should be 
strictly job-related. Inform ation such as years at given addresses, 
m a r it a l  s t a tus , d a t e  o f  m a r riage, n u m b e r  of chi Idren, spouse's 
employment, race, religious preference, and arrests are Ir relevant and 
should not be requested. Standardized forms are available from a number 
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of sources, but they shou ld be carefully checked to make certain they 
cal I for al I necessary Information, but do not request Irrelevant facts. 
Examples of standardized app·llcatlon forms may be found In Appendix C. 
SELECTION 
Any stand ard used In deciding who wll I be hired and who will be 
rejected can be cons Idered a test. Personnel select Ion devices, wh Ic h 
are a I I tests , I nc I u d e  rev I e ws o f  a pp I I c a t  I o n  f o rms, persona I 
Interv Ie ws, oral and wr Itten exam Inat Ions, performance tests, reference 
checks, and physical and psychiatric examinations. 
The Identification and preparation of the appropriate tests for a 
particular position require considerable ski I I and are not without legal 
Implications. Kno wing the scope and level of the duties of a job Is 
v Ital to selecting the proper tests. For tests to be effective, they 
must be valid measures of an Individual's ability to perform the job. 
F e d er a l  Eq u a l  Emp l o y m ent Opportunity gu Idelines require that 
employers using any kind of employee selection tests be able to prove 
that there Is a rational connection bet ween the qualities being tested 
and the requ I rements of the job to be performed. Th I s process I s kno wn 
as t e st v a l i d at i on ,  a n d  It can be c o m pl ex, expensive, and t Ime 
consuming. 
The t e st v alidation requirement has challenged the use of any 
standardized written tests as a universal selection device. The use of 
t he gen era I I nt e I I I  gence, or "I. Q. ", test for a I I app I I cants for 
employment simply cannot be validated. This Is not to say that a test 
of physic al strength or ag Il Ity for applicants for the fire department 
cannot be val Idated, but It Is no longer possible to have a single test 
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or a batter y  of tests which can be used for selecting persons to fil I 
all positions within a municipality. Different tests may be requ ired 
for each position. 
Due to the pr oblems of test val idatfon, some municipalities have 
virtu ally abandoned the use of written examinations i n  employee 
selection. This is probably an over-reaction to the situ ation. There 
are persons and firms experienced in the preparation and val idatlon of 
tests from whom assistance can be obtained. Commercial firms design a 
wIde varIety of valIdated per sonnel tests, and the Inter natIonal 
Per sonnel Management AssociatIon provides a test exchange servIce which 
fs available to members. 
The use of the personal interview devIce is almost universal In the 
personnel selection process. In sma I I munIcIpalities it may be the only 
devJce used other than a revIew of the appl ication form and a check of 
references. Good inter viewIng Is mor e  than Just sitting down for a 
lIttle talk wIth a candidate. 
CertaIn qu alItIes can r easonably be meas ured in an intervIew and 
others cannot. An interview wi I I not, for example, reveal a candIdate's 
honesty,  IntegrIty, InItiatIve, or wi I I ingness to cooperate. QualItIes 
whIch can be meas u r ed ar e appear ance, neatness, abilIty to or ganIze 
one's thou ghts and express them understandably, and, in general, one's 
manner of gettIng along wIth people. A good IntervIewer wI I I emphasize 
those qualitIes whIch he can reasonably measure. 
The secret to con d u c ting a p r od u ctive I n t e r vie w is a dvance 
p r epar atIon. Inte r vIewe r s  m u st know the detal led d u t Ies and 
responsibIlItIes of the posItion to be fil led; they must know as 
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much as Is ava i l ab l e  about the a pp l i cant ;  a n d  they shou l d determ i ne what 
types of quest i on s  are to be asked In order to ga i n  In format i on t h a t Is 
n e e d e d t o  ma k e  a n  em p l o y m e n t  d ec i s i o n .  L a s t , b u t  n ot l ea s t ,  
Interv i ewers shou l d  k now the k i nds  of  quest i on s  th at c a n  a n d  c an n ot b e  
asked u n der the Equa l Opportun i ty Emp l oyment r eg u l at i on s .  
L i k e t h e  a p p l i cat i on f o r m ,  t h e  only Inf o r m a t i o n t h a t c a n  b e  
so l i c i ted In the Interv i ew Is that wh i ch can be re l ated d i rect l y  to the 
job . Any Irre l evant quest i ons  wh i ch dea l w i t h  t he b i a sed s u b j ect s o f  
age , race , co l or , r e l i g i on, sex ,  or nat i ona l or i g i n  d i scr i m i nat i on are 
proh i b i ted . Examp l es of  the types of quest i ons wh i ch can and ca nnot be 
asked are found In Append i x  D. 
APPOINTMENT 
A I  I or i g i na l  a p p o i ntments shou l d  be made s u b ject to a p robat i onary 
per i od .  Th i s  Is part l y  a recog n i t i o n of  t h e  I Im i t atIo n s  of  em p l oyee 
se l ectIon testIng , b u t  It a l so r ecog n i z es t he fact that the skl l  I to 
wor k Is not a l ways accompan i ed b y  the wI I I to work .  
I na d equ ate test i ng ,  Inab i l i ty of the new emp l oyee to a d j ust to h i s  
env i ronment, s l ow l earn i ng a bI l Ity,  and IntangIb l e  p er sona l i ty  f a ctor s 
are some of the rea sons that the correctness of an  appo i ntment cannot be 
determIned w i thout a trIa l p erIod . Th e p ro b a t i onar y  p er i od p rov i d es 
t h i s  t r Ia l p e r Io d  a n d  or d i na r I l y  permIts t h e  s ep a r at i o n of a n ew 
emp l oyee who performs unsatIs factorI l y  w i thout the r i g ht of  appea l . 
A common p r obat i on a r y  per i od Is s i x  mont h s , a l t h o u g h  dIf f erIng 
per i ods of tIme for var i ou s  job s w i t h i n  t h e  s ame m un i c i p a l i ty a r e  not 
u n u s u a l .  A common pract i ce Is to h ave a l onger probatIonary per i od for 
po l Ic e a n d f Ir e  r ec r u i t s t h a n  f o r  ot h er emp l o y ees . Genera l l y ,  a 
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p ro b a t i ona r y  per iod o f  l e s s  t h an two m ont h s  i s  not t h o u g h t  to be a 
s u f f i c i ent per i od of t i me to adequate l y  observe any new em p l oyee and a 
probat i ona ry per i od In excess of one year i s  d i f f i cu l t to Ju st i f y. 
Proper proced u r e s  a r e  nec es s a r y  to ins u r e  t h a t  t h e  p ro b a t i ona r y 
p e r i o d I s  e f f e c t i v e l y u s e d .  Most I m portant i s  t h e  nee d  f or goo d  
emp l oyee or i entat i on. T h e  s u p e r v i s or m u st s p end a d i s p r o po r t I onate 
amou nt of t i me w i t h new emp l oyees ass i st i ng them i n  l ea rn i ng spec i f i c 
r equ i r ement s , s tand ar d s  of  �e r f ormanc e ,  wor k f l o w ,  a n d a l  I ot h e r 
e l ements of the i r new env i ronment. 
A conference between the s u perv i sor and the emp l oyee at the m i dpo i nt 
of the probat i onary per i od i s  an i mportant p roce d u r e. T h e  s u p e rv i sor 
can i nform the emp l oyee how we i I he or she  i s  actua l l y perform i ng. Th i s  
perm i ts the emp l oyee to correct any def i c i enc i es i n  performance pr i or to 
the f i na l  Judgment. 
T h e  f i na l p r oce d u r e  I nvo l ves m a k i ng t h e  d e te rm i na t i on a s  to the  
retent i on of the emp l oyee on a permanent bas i s. I f  an appo i ntment tu rns 
o u t  to b e  u ns a t i s f a ctor y ,  t h e  probat i onary per i od Is t he t i me to take 
correct i ve act i on. I f  a performance i s  m a r g I na l l y  s a t i s f actor y ,  s ome 
municip al itles permit the extensi on o f  the probationary period for a 
spec i f i ed per i od of t i me ,  but th i s  shou l d  not be u sed to avo i d ma k i ng a 
dec i s i on. 
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PERSONNEL RECORDS 
An I n d I v I d ua l personne l fI l e  shou l d  b e  e s t a b l I she d  a n d  ma I n ta I n e d  
f or e a c h  em p l oyee . A f I l e  shou l d  be started as soon as  an  emp l oyee I s  
h I red , an d I t  shou l d  be ma I nta I ned  so l on g  a s  t h e  p er son  co n t I n u e s  I n  
t h e  em p l oyment o f  t h e  m u n I c I p a l I ty .  Genera l l y, a f I l e  s hou l d  conta I n  
everyth I ng pert I nent to an em p l oyee ' s  p r e-em p l oyme n t  recor d a n d  wor k  
h I stor y .  The  s pec I f I c contents w l l I vary depend I ng upon the f orms a n d  
proced ures w h I ch a r e  ut I l I zed b y  a mun I c I pa l I ty. Some typ I ca l  exam p l es 
of per sonne l f I l e  contents are as fo l l ows : 
I .  App l I cat I on f orm and  resume 
2 .  Reference check s of other pre-emp l oyment I nvest I gat I ons  
3 .  Resu l ts of pre-emp l oyment tests 
4 .  Per sona l job h I story 
5. Performance eva l uat I ons 
6. Wage an d/or sa l ary h I story 
7 .  Med I ca l  I n format I on 
8 .  Wor ker's compensat I on c l a I ms 
9 .  Tra I n I n g records 
10 . Awar ds , commen dat I ons  and  l a u datory memos or l etters 
I I .  D I scip l I nary records 
I t  is perm I ss I b l e  to obta I n  and  I nc l ude  certa I n  f acts I n  a personne l 
f I l e  w h I ch are not re l evant I n format I on In a pre-emp l oyment a p p l I ca t I o n 
or I n ter v I ew s I tuation . S uch in format I on a s  age , race , mar I ta l  status ,  
number of depen dents , a n d  photographs  may be  I nc l u ded I n  person ne l f I l es 
I f  there I s  a l egit I mate need for them . 
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POSITION CLASSIFICAT ION 
Position Classification, which Is a system of grouping similar 
positions under common Job titles on the basis of the kind of work, the 
level of difficulty and responsibility, and the qualifications required, 
Is the basic tool of personnel management. A position comprises a group 
of duties and responsibilities assigned to one employee. A class Is a 
group of positions that (I) are similar In duties and responsibilities; 
(2) require the same qualifications In education and experience; (3 ) can 
be fl I led through simi lar testing procedures; and (4) can be assigned 
the same Job title and sala r y. T h e  d e s c r i p t i o n  o f  d u t i e s ,  
responsibilities, and qualifications of positions In the class Is cal led 
a "Class Specification." The position classification plan as a whole 
Includes al I the classes and class titles that have been established, 
the specifications for each class, and the procedure for maintaining the 
plan. Classification work was Initially undertaken to assu re equal pay 
for equ al wor k, and this Is stll I an Impor tant u se, b u t  position 
classification results are used for a variety of management purposes. 
Proper ly prepared class specifications are essential to the setting 
of pay sc ales, recr u itment, selection, promotion procedures, tr aining, 
and performance evaluation. Class titles and specification provide a 
unifor m terminology for discu ssing positions, keeping records, and 
p r eparing b u dget r eq u ests fo r perso nnel s ervices . The cla s s  
specifications Identify positions In their proper relationship for 
promotion and transfer and provide information needed to compar e rates 
of pay within the municipality relative to othe r Ju risdictions. A 
typical Class Specification Is shown In Appendix E. 
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A position class If Icat Ion plan Is not a statIc document. Class 
spec If Icat Ions need to be rev Ie wed, evaluated, and rev Ised per Iod Ically. 
Such a rev Ie w ass u r es t h a t  requ Irements are job related, do not 
d Iscr Im Inate, and serve as a means of keep Ing abreast of changes In 
work, changes result Ing from shifts of employees to other duties and 
technolog Ic al changes that affect the sk I I Is needed by empl oy ees. 
Cha n ges In o rg a n I zat Ional structure and In the scope of serv Ices 
prov Ided by a mun Ic Ipal Ity also may affect the class If Icat Ion plan. 
Superv Isors should be encouraged to In It Iate reclass If Icat Ion act Ions 
when Jobs change, and employees should be perm Itted to request rev Ie w of 
the Ir spec If Ic class If Icat Ion. 
The d e v elopment of a pos It Io n class If Icat Ion plan Involves 
spec Ial Ized techn Iques, and It should not be undertaken by untra Ined and 
Inexper Ienc ed persons. An outs Ide profess Ional consultant can prov Ide 
the necessary techn Ic al kno w-ho w an d o bJect Iv Ity t o  d ev elop and 
Implement a plan In an effect Ive manner. A l Ist of consultants who do 
th Is type of work may be obta Ined from your Mun Ic Ipal Techn Ical Adv Isory 
Serv Ice Consultant. 
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PAY PLANS 
A p a y p l a n I s  a l is t in g o f  a l l t h e p o s it io n  c l a s s e s  i n  a 
mun icip a l ity toget h e r  w it h  t h e  p ay rate s o r  r a n ges  ass I g ned to each 
c l ass . A typica l pla n w I l l  I n c l ud e  a se ries  of d I f f er e n t  p a y  r a n ges  
w I th e a c h  r a n ge h a v I n g a m I n I mum r ate , a max I mum r ate , a n d  severa l 
I ntermediate steps that provide I ncrements for mer I t  ra I ses . A typ I ca l  
pay  p l an may be f oun d I n  Append I x  F. Wh I l e I t  I s  poss I b l e  to deve l op a 
pay p l a n without pos I t I on c l assif I cat I on ,  I t  I s  on l y  through t h e  use o f  
t h e  o r d e r l y  g r o u p I n g s  o f  p o s I t I o n s  r e s u l t i n g f r o m  p o s I t I o n 
c l ass I ficat I on that a systemat I c  a n d  equ I tab l e  sa l ar y  str ucture ca n b e  
constructed .  
A pay plan h a s  a number of  obJect I ves , I nc l ud I ng :  
1 .  T o  p a y  sa l a r Ie s  t h a t a r e  e q u I t a b l e  I n  r e l a t I o n t o  t h e  
comp l ex I ty a n d  r e s po n sib I l I ty o f  t h e  w o r k p e r f orme d a n d  to 
m a I n ta I n I n t e r n a l e q u I t y I n  t h e  r e l at I o n of  pay b etw ee n 
emp l oyees . 
2 .  To ma I nta I n  a compet I tive pos I t I on I n  the l abor market in or der 
to attract and reta I n  competent emp l oyees . 
3 .  To prov I de data needed I n  budget I ng a n d  payro l I adm I n I strat I on .  
4. To st I mulate and rewar d h I g h- l evel performances by employees. 
5. To p rov I de an or der l y  p rogram of sa l ary po l icy a n d  contro l .  
S I nce a munic I pa l I ty ' s p ayro l I is suc h  a l ar g e  p r op o r tion of  its 
expen d I tur e ,  I t  is customary for the legis l ative body to exerc I se c l ose 
contro l over sa l ary a n d  wage rates . The ro l e  of the ch I ef execut I ve a n d  
oth e r  sup e r v  i sory p e r so n ne I I n t h e  p r e p a r at I on a n d  adopt I on of a pay 
p l a n may p r o p e r l y  b e  I im i te d t o  c o n d u c t I n g s t u d ie s  a nd m a k I n g 
recommen dation s .  
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The s u p e r visor ' s  ro l e  I n  pay administr ation or dinari l y  starts after 
the pay p l an I s  adopted . Most pay p l an s  provide within grade I ncrements 
for mer i tor I ou s service at s pecified I nterva l s . S upervisors have the 
respons i bi l ity of d e f i n i n g  a n d  recog n i zing  meritor i ou s  s e r vices a n d  
r ecomme n din g r a i ses f or emp l oyees who meet the standar ds .  Some p l ans 
a l so provide recogn i tion f or the o u tsta n ding  e m p l oyee I n  the f orm  o f  
ear l l er -than-sta ndar d  I nterva l I ncrements o r  doub l e  I ncrements . Again , 
superv i sor s are charged with the responsibi l i ty of mak i ng the neces s a r y  
recommendations to I mp l ement such changes . 
When a n ew c l ass s pec i fi ca t i on I s  c r eate d ,  the s u p e r v i sor  shou l d  
make  a recommen d at i o n c o ncer n i ng I ts I nc l us i on I n  the pay p l an at the 
approp r i a te l eve l .  I f  u n u s u a l emp l oyee rete n t i o n diffic u l ties a r e  
e n cou n t e re d ,  they shou l d  b e  reported to management . Rete nt i on prob l ems 
may be cau sed  by I nadequate pay. 
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TRAINING 
TraInIng has been defined as "the process of aidIng employees to 
ga i n  e ffectiveness In the ir pre sent or future work through the 
developme nt of appropriate ha bIts of thought and ac tion, skI I I,  
knowledge , and attItudes." The expenditure of tIme, effort, and funds 
on training can only be Justified if the result Is more effe ctIve 
employee performance. Training, regardless of the amount provided, 
should be a planned program consisting of defin ing the nee ds ; of 
providing training to fit the needs; and of evaluating the results. 
Training needs will vary widely from one municipality to another, 
but there are some basic training objectives which are so commonplace 
that their need Is almost universal. These basIc objectives include the 
fol lowing: 
1 .  To provIde employees wIth specIfIc skll Is either needed or to 
be Improved. 
2. To provide an employee wIth InformatIon needed to perform the 
job. 
3. To aId an employee In developing attitudes consistent with 
operating policies. 
4. To provide employees with an understanding of the objectives 
and program of the entire municIpal organIzation. 
5. To retrain employees when job content or method changes. 
6. To train employees for promotion. 
Training, which too frequently has a connotation of a classroom 
situation, can take many forms In many sItuations. The training methods 
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selected wi I I depend upon the subject matter, the availability of a 
trainer, the number of persons to be trained, and the cost. 
The Importance of on-the-job training cannot be overestimated for 
any position. Learning by doing Is retained longer than any other kind 
of learning. It can be provIded by the fIrst level supervisor who can 
undertake such training delibera tely through patterns of work 
ass ignment, methods of exp laining procedures and processes, and 
Inspection and evaluation activities. 
O ff-th e-job training, which can take the form of lectures, 
conferences, case studies, and demonstrations, Is provided away from an 
employee's Immediate work area, but at a municipal facility. Smal I 
communities have drfflculty In providing this type of training due to a 
lack of qualified Instructors and the limited number of employees who 
have Identical training needs. 
Off-the-premlses training can take al I the forms of on-the-job 
training and may be offered at a location within the community, within 
the state, or within the nation. This type of training probably 
provides the best opportunity for smal I and medium size municipalities. 
It usually can be provided at a reasonable cost, and It can offer a wide 
variety of hrgh quality programs. Resources which should be considered 
to provide off-the-premlses training are col leges and universities, 
technical Institutes, hIgh schools whIch offer night school courses, and 
regional, state, and national organization of public officials. 
The Center for Government Training of the University of Tennessee 
provides a wIde variety of 'one-day courses which are designed for 
municipalities. No charge Is made for attending the courses, and they 
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are held at convenient locations throughout the state. In addition to 
Individual courses covering specific su bjects, the Center offers 
"Certificate Training Programs, " which consist of a series of courses 
relating to the responsi bilities of particular positions. Advance 
notices of course descriptions, dates, and locations are mat led to 
municipal officials. 
No one has yet produced a measuring stick suitable for evaluating 
employee training programs. TrainIng often dea ls with intangib les which 
defy objective evaluation. Despite the fact that measurement devices 
are lacking, the basic principles of employee traIning and deve lopment 
have grown over such a long period of time, and over such a wide range 
of positions, that no one serious ly questions their need or worth. 
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D I SC I PL I NE 
The ma i ntenance of d i sc i pl i ne i s  one of the most i mportan t  t a s k s  o f  
a n yon e  i nv o l ved i n  personne l management . Standar ds o f  conduct a n d  work 
output must be  estab l i s hed , commun i cate d ,  a n d  enforced . 
I n  esta b l i s h rng  ru l es o f  p e r so na l conduct for emp l oyees ,  the  goa l 
shou l d be to estab l i sh on l y  those ru l es wh i ch the  major i ty of em p l oyee s  
w ou l d a g r e e  are rea sonab l e . Ru l es w h i ch are not reasonab l e  w i l I not be 
obeyed by emp l oyees or en forced by superv i sors .  Same facets o f  persona l 
con duct a r e  s o  obv i ous t h a t  t h ey n e e d n ot be  i nc l uded i n  the ru l es .  
Everyone knows th at be i ng drunk o n  the j o b  i s  w r on g ,  f or exam p l e , a n d  
w i l I expect pun i shment i f  caug h t .  Genera l l y,  i t  i s  suf f i c i ent mere l y  to 
i nd i cate that emp l oyees are e x p ec te d  to co n duct t h em se lv e s  i n  suc h  a 
man ner  as not to br i ng d i scred i t  upon the mun i c i pa l i ty .  
Not many mun i c i pal operat i on s  l en d  themselves t o  spec i f i c sta n d ar d s  
o f  p e r f orma n c e . Because o f  t h i s , it m a y  b e  d i f f i cult to d i sc i pl i ne 
employees for poor performance , but i t  i s  not I mposs i ble . Some k i n d s  of  
wor k d o  p e r mIt measurement . A meter reader , f or example ,  can be gIven 
an  exact quota of meters to r ead because the work  i s  repet i t i v e .  Ot h er 
employees can be compared w i th the average f or t he i r  un i ts .  
Qu a l  i t a t l v e s t a n d a r d s a r e  e v e n m o r e  d i f f i c ult sI n c e  m a n y  
mun i c i p a l  i t i es do  not h av e  a n y o p e r at i o n s  w h i c h len d  t h em s e l ves to 
object i ve ,  qua l i tat i ve measurement . However , qua l i ty c a n  be j ud g e d  b y  
sup e r v i s i on ,  a n d  d i sc i p l i n a r y  act i o n c a n  b e  t a k e n  a n d  up h e l d  o n  the 
bas I s  of  recor ded examples of poor perf ormance .  
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The  key concepts i n  any discip l inary action of consequence, such  as 
demotion or d i smissa l ,  are "good records" a n d  "due p r oc e s s . "  Th e n ee d  
f or comp l ete a n d  accurate recor ds  is i mportant i n  Justify i ng the act i on 
taken . Demotions or dismiss a l s  d o  n ot usua l l y  arise out o f  a f i r st 
o f f e n s e .  T h e y  a r e  t h e  c u l m i n a tio n o f  a s e r i e s of p e r s o n a l 
de l inquenc i es .  Th e r ecor d s h ou l d r e f l ect a n y a n d  a l l o f f e n ses, th e 
action taken on each occas i on ,  a n d  the f act that the emp l oyee was war ned 
of  his de l inquencies . When a prec i pitating incide n t  occur s ,  a n d  it i s  
determ i ned  th at previolJs actions  have been  inef fective a n d  that demotion 
or d i s  m i s s a l i s r e qui re d ,  a re cor d is a v a  i I a b l e w h i c h sup p 0 r t s t h e  
a c t  ion t a k e n . S u c h a r ec 0 r d is v ita I 1f t h e dis c I P I I na r y act I on I s 
a ppea l ed to a hearing board . 
"Due p roces s , "  w hic h arises f rom constitutiona l l aw ,  i s  b ased upon 
the p r emis e t h at a n y  emp l oyee , regar d l e s s  of h i s  t r a n s g ress i on ,  i s  
ent i t l ed to certa i n  procedura l r i ghts . I n  or der to assure these r i ghts ,  
every  mun i cipa l i ty shou l d have, and consi stentl y  fol low, a n  estab l i shed 
p roc e dure f or t a k i ng d i scip l i n a r y  actio n . The procedure estab l ished 
shou l d I nc l ude  the fo l l ow i ng requirements: 
1 .  A t h o r o u g h i n v e s t i g a t io n  so  t h at t h e  exact n atur e of t h e  
vio l a t I on i s  know n .  
2. Fo r m a l n ot i f i c a t i o n t o  t h e  emp l oyee o f  t h e  n a t u r e  o f  th e 
v i o l at i on .  
3 .  An a dm i n i str at i ve h ea r i n g s o  t h at t h e  emp l oyee ' s  s i de of the 
case can be  presente d .  
4. Prompt act i on i n  assessing t h e  d i scip l i nary act i on , I f  any.  
5.  A p r o v i s i o n f or an  a p p ea l of  the  d i sc i p l i na r y  act i on to  a 
hear i ng boar d .  
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Discipl inary action can take a number of forms. It should be 
tailored to fit the violation if it is to be accepted as fair, not only 
by the employee involved, but by associates. 
Corrective discipline Is any action short of dismissal which is 
d e s i gne d to d et e r  improper behav i or. T he levels of corrective 
discipl ine, beginning with oral reprimand and going through suspension, 
recognize different levels of severity of penalty. It also permits 
greater penalties for repeated offenses by the same employee. 
T h e  o r a l  re pri m an d  is co nsidered t h e  least s e v ere of al I 
disciplinary actions. It can be extremely effective if the supervisor 
uses the face-to-face contact provided for constructive educational 
purposes. It is advisable to make a note of each oral reprimand and 
place it in the employee's file. 
The written reprimand is Intended to impress upon an employee that 
the pattern of conduct could lead to further action if not corrected. 
It also makes the action a matter of official record. 
I n  the case of more serious offenses or after reprim a n d s  h a v e  
fai l ed, it may b e  necessary t o  suspend a n  employee from duty without 
pay. Generally, long periods of suspension cannot be Ju stified, and 
personnel rules f requently I imlt their lengths. Long periods of 
suspensions are likely to have undesirable effects on the employee's 
family and may adversely affect work production. 
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Demot i on to a l ow er g r a d e Job , w i th l ower  pay, i s  a d i sc i p l  i nary 
a c tio n o f  c o n s i d e r a b l e  s e v e r i t y .  I t  i s  s e l d o m  u s e d  i n  m o s t  
m u n i c i p a l  i t l es due  to I ts l ack of acceptance by emp l oyees , and  s i nce i t  
i s  perm a n e n t  i n  n a t u re , i t  r e a l l y  i s  n ot e f f ect i v e a s  a correctiv e 
meas u re .  I t  i s  probab l y  most appropr i ate l y  used when an  emp l oyee proves 
to be i n com pete n t  i n  p e r f o r m r n g the Jo b o b t a i n e d  a s  a r e s u l t o f  
promot i on .  
The u l t i m a t e d i s c i p l  i n a r y  a c t io n i s  d i s m i s s a l . Cor r ectiv e 
d i scip l i ne shou l d norma l l y  precede dismissa l except in the most s e r i ous 
o f f e n s e s  s u ch a s  the f t ,  thr ea t of  b o d i I y  har m ,  or  comm i ss i on of a 
fe l ony. Dism i ssa l ,  more tha n l e s s er d i scip l i n a r y  a c t i on s , ha s b ee n  
subject e d  to l eg a l a n d  Jud icia l scr u tin y .  Due process has become the 
watch wor d of dismiss a l a ction s .  P r oce d u r a l a n d  l eg a l r eq u i reme nts  
s hou l d b e  c l ose l y  fo l l owe d .  Mun icip a l em p l oyee s can  b e  f i red --it 
happen s every day--bu t  a municipa l ity sho u l d  b e  aw a r e  of the inhe r e n t  
p rob l em s in vo l v e d  i n  such an act i on a n d  take steps to avoid o r  counter 
them . 
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SEPARAT I ONS  
Separat I on s  can take the  form of  d I sm I ssa l ,  res I gnat I on ,  ret I rement , 
or l ay-off  w I th res I gnat I ons  const I tut I ng the major I ty of separ at I ons  I n  
most mu n I c I pa l I t I es .  Some mun I c I pa l I t I es f ee l  that a l l res I g nat I ons  are 
I n e v I t a b l e  a n d  t h at n ot h I n g c a n  be d o n e  a b o u t  t h em . T h I s  Is not 
nece s s a r I l y t h e  c a s e  If t h e  r ea l r ea so n s  f o r  r e s I g n a t I o n s c a n  b e  
determ I ned .  
T h e  u s u a l meth o d  f or attemp t I ng to a scerta I n  the  r ea s o n  f o r  a 
res I gnat I on I s  the ex I t  I nte r v I ew .  T h I s  I s  a ste p  I n  th e s e p a r at I on  
p roc ess  w here the  depart I ng emp l oyee ta l ks w I th a s u perv I sor . Usu a l l y, 
the emp l oyee can be more frank  I n  th I s  s I tuat I on ,  and the d I sc uss I on may 
revea l weak  s pots I n  s uperv I s I on ,  pay, or work I ng cond I t I ons .  Any c l ue 
to a n  u n s at I s f actory co n d I t I o n w h I c h ca n be  correcte d  may p r e v e n t 
add I t I ona l a n d  un necessary res I gnat I ons .  
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AFFIRMATIVE ACTION 
Affirmative action programs are based upon the premise that passIve 
prohibition of discriminatory practices Is InsuffIcient. To achIeve the 
goal of equal opportunity for mInorItIes, women, and the dIsadvantaged, 
positive action Is required. 
The a ffirm ative action programs whIch have been developed and 
adopted by Tennessee municipalities, usually due to requirements of 
Federal grant programs, vary from voluminous documents which spel l out 
the details of every aspect of the program t o  relative ly s Imple 
statements of goals. 
AI I have the stated pol Icy of taking positive steps to Insure that 
recruiting, hiring and promoting for al I Jobs, and the administering of 
personnel actions such as compensation, benefIts, transfers, layoffs, 
training, tuition assistance, and social and recreational programs are 
done without regard to race, rei Iglon, creed, color, sex, national 
orIgin or age. 
The admInistration of an affirmative actIon program Is not wIthout 
problems. Budge t lim itations, Inadequate num bers of mi nority 
appl tcants, public resistance, the Inabl I tty of applicants to pass val fd 
tests, and resistance from employees and supervisors are barriers whIch 
m ust be ove rcome . A practIcal plan, a firm commitment from the 
governIng body, and vigorous admInistratIon at al I levels of supervisIon 
are required for a successful program. 
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UNIONS AND COLLEC TIVE BARGAINING 
Independent employee associations or affiliated labor organIzatIons 
activ ely represent the Inte rests of municipal employees In some 40 
states. Thirty-seven states and the District of Columbia have some kind 
of legislation regarding public employee relations that cover several 
classes or types of employees. Thirty-t wo states have la ws requiring 
parties to meet and confer, to negotiate, or to engage In collective 
bargaining and 23 states have comprehens ive la ws al lo wing collective 
bargaining. 
Tennessee has no la ws pertaining to unions and collective bargaining 
In the public sector, other than public education. This does not mean 
that u n i o n s  and c o llecti ve bargaining do not occur In Tennessee 
municipalitIes. It does mean that there Is no uniformity and that a 
wid e variety of practices can be found. Local practices v ary from 
formal recognition of unions a s  the sole ba rgain i n g  a g e nts f o r  
particular groups of employees, along with collective bargaining and 
contracts, to flat prohibitions of any employees being members of any 
unIon " whIch authorIzes the use of strIkes by government employees." 
The lack of public sector labor legislation has undoubtedly slo wed 
the Impact of unions In the State. It cannot be anticipated that thIs 
lack wll I contInue Indefinitely. Every session of the General Assembly 
In recent years has s een the Introduction of labor legislation which 
would affect municipalities, and this trend Is likely to continue untl I 
some type of legislation Is adopted. The history In other states would 
Indicate that It Is not a question If legislation wi I I be adopted, but 
only when and what type. 
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E ven if l a bor  l egis l ation does not occur  for some years , it is not 
u nreasonab l e  to a s s ume  t h a t  t h e  p u s h  f or r ecog nition a n d  co l l ective 
b a r g a Inin g b y  t h e  u n io n s  r e p r e senting p ub l ic emp l oyees wl l I continue. 
Cer tain l y  t h e  n a tio n wide t r e n d sin c e  a b o u t  1 962 h a s  b e e n  in t h i s  
direction .  
M u n ici pa l ities can best prepare for the possibi l ity of unionization 
b y  p u ttin g t h eir p e r son n e l h o u s e s  i n  o r d e r . T h i s  I n c l u d e s th e 
d eve l op me n t  a n d  a d o p tion of position c l ass i fication a n d  pay p l ans  that 
provide for competitive s a l a rie s ;  the  a do p tio n of  com petitiv e f rin g e  
b e n e f it p ac k a g e s ; t h e  a do p tio n o f  c l ea r l y  d e f in e d  w ritten personne l 
r u l es that are app l ied u niform l y  and  con sistent l y ; a n d  the adoption of a 
grie v a n c e  p roce dure t h at p r ovides for an order l y  process of  reso l ving 
dis p u tes . An e f f ectiv e em p l oyee r e l a tion s p rog r a m  m a y  d e l a y t h e  
u nion i z ation o f  emp l oyee s ,  b u t  even I f  It does not do this , it can be 
the basis for a better re l ationship with emp l oyee organization s .  
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SUMMARY 
An attempt has been made In this manu al to pres ent the basic 
elements of a personnel management program. Not each of the elements Is 
absolutely essential to the success of a personnel program, but each has 
a pu rpose and a role . The absence of certain of the basics, such as 
written personnel rules , wou ld certainly make personnel management 
difficult and could lead to major legal problems . 
The problem of coping with the multitude of laws , regu lations , and 
cou rt decisions which effect personnel management Is a difficult one 
which has no easy solution . Perhaps a general awareness of the problems 
which can arise from alleged violations of civil rights; a knowledgeable 
city attorney; and a comprehensive Public Officials Liability PolIcy are 
the only practIcal approaches to the problem . 
F ollowIng Is a checklIst whIch can be u sed to l o c a t e  t h e  
defIcIencIes In
. 
you r personnel management program. WhIle there Is no 
guarantee that al I "Yes" answers wI I I  prevent problems In personnel 
man ageme n t ,  a majority of "No" answers wl l I pract i ca l ly guar antee 
problems at some t I me In the future. 
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PERSONNEL MANAGEMENT CHECKL I ST 
1 .  Are you familiar with your 
Charter provisions concerning 
personnel? 
2. Are you familiar with your 
ordinance provisions concerning 
personnel? 
3 .  Do you have written personnel 
rules? 
4. If you have written personnel 
rules, do they Include: 
a. A definition of terms? 
b. A genera l statement of pol rcy 
concerning employment, 
promotions, and pay 
Increase ? 
c. A probationary period? 
d. A policy on overtime 
payment? 
e. A grievance procedure? 
f. A hearing process for dismissed 
employees ? 
g. A listing of benefits such as 
holidays, vacations, and sick 
leave? 
h. A listing of actions which can 
be grounds for dismissal? 
5 .  D o  you have a position classification 
plan? 
a. Does It require periodic 
rev rew and up-dating? 
6. Do you h a ve a formally adopted pay 
plan? 
7 .  D o  y o u  u s e  w r i tten performa nce 
evalua tions on at least an a nn u a l 
basis? 
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8 .  A r e  your s up e r visor s to l d  t o  give 
s p ecific I n s truction s to em p l oyees 
a b out j o b  per f orm a n c e  an d to I n form 
them of short-comings?  
9 .  Do you use  a n  emp l oyment app l ication 
form? 
1 0 . Does your emp l oyment app l ication ask 
q ue s t io n s  a b out a g e , s e x , r a c e ,  
n ation a l origin , marita l status , or 
dependents? 
I I . I f  you r e q ui r e  p hy s ic a l tests  or 
sta n d ar d s ,  are they r e l ate d to j o b  
per formance? 
1 2 . I f  you require written tests for job 
a p p l ic a n t s , h a v e  the t e s t s  b e e n 
va l idated ? 
1 3 .  Has t h e  a dministr atio n of personne l 
m a n a g e m e n t  b e e n  a s s i g n e d  t o  a 
specific per son ? 
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MODEL PERSON NEL RUL ES 
FOR SMAL L MUN I C I PAL I T I ES 
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A-3 
Def I n i t I ons . A s  u s e d  I n  t h ese r u l es the f o l l ow I n g wor d s  a n d  terms 
s h a l I h ave the mea n I n gs l i ste d :  
( 1 )  Absence w i thout l eaye. An absence from duty w h i c h was not 
a uthor i zed or app rov e d .  
( 2 )  
( 3 )  
Appea l s .  
a p p e a l i n g 
g r i ev a nces . 
Proce du res as pr escr i bed by th ese reg u l at I ons f or 
d i s c i p l i n a r y  a c t i o n s  a n d ot h e r I n d i v i d u a l 
l\p� I I c;aot. A n  I n d i v i d u a l w ho h as a p p l l e d I n  w r i t i ng on a n  
a pp l i cat i on form for em p l oy ment . 
( 4 ) AppoI otmeot. T h e  o f fer to a n d  accepta nce by a p e r son o f  a 
p os i t i on e I ther on a reg u l ar or temporary ba s i s . 
( 5 )  Compeosatory l eaye . T I me of f f rom wor k I n  l I eu  of monetar y 
p aymen t f or overt I me wor ked . 
( 6 )  Demot I oo . A s s I g n m e n t  o f  a n  e m p l oyee f rom one pos I t I o n to 
a nother w h I c h has a l ower max I mum rate of pay a n d  r a n k .  
( 7 )  Departmeot . The p r i mar y or gan I z at I ona l un I t  w h i ch I s  u n der 
t h e  I m m e d i a t e c h a r g e of a d e p a r tm e n t  h e a d  w h o r e p o r t s  
d I rect l y  t o  the c h I e f a dm I n i strat i ve of f I cer . 
( 8 ) .D .. Ls.�J p I I n a r y a c; t I 00 • Ac t I o n w h i c h m a y  b e t a k e n  w h en a n  
e m p  I o y ee f a  I I  s t o  f o l l o w d e p a r t m e n t a  I r u  l e s o r  a n y  
p rov i s I on s  o f  these r u l e s .  
( 9 ) pl smIssa l . A type of d I sc I p l I n ary act I on w h i c h separ ate s a n  
emp l oyee f rom the payro l I. 
( 1 0 ) Emp l oyee . An I n d i v i d u a l w h o I s  l e g a l l y  e m p l o y e d  a n d I s  
compen sated th ro u g h  the p a yro l I .  
A-4 
( 1 1 )  Fu l I -tIme employees . I n d i v i du a l s  w ho work  the eq u i va l ent of 
forty ( 40 )  hou rs or more per week . 
( 1 2 ) Gr i evance . A d i s p u te a r i s i n g b etwe e n  a n  em p l oyee a n d  
s u p e r v I s o r  r e l a t I v e t o  s om e  a s p e c t  o f  em p l o y m e n t , 
I n ter p retat i o n o f  r e g u l a t i o n s  a n d  p o l i C i e s ,  o r  s o m e  
management dec i s i on a f f ect i ng t h e  emp l oyee . 
( 1 3 ) I mmed I ate f am i l y . S po u se , c h i l d r e n , b r ot h e r , s i ster , 
p a r e n t s , s t e p - p a r e n t , m o t h e r  a n d f a t h e r - I n - l a w ,  
grandparents . 
( 1 4) Lay-off . T h e  I n v o l u ntar y  nond l sc l p l l nary  separat i on of an  
e m p l o y e e  f r o m  a p o s i t i on b ec a u s e  o f  s h o r t a g e  o f  w or k ,  
mater i a l s , or f unds . 
( 1 5) Leaye . A n  a p p r ov e d  t y p e  o f  a b sence f rom wor k as prov i ded 
for by these r u l es .  
( 1 6 )  Matern i ty l eaye . A n  absence d ue to pregnancy , ch i l db i rth , 
or  re l ate d me d i ca l  c o n d i t i o n s  w h i c h s h a l I be treated the 
same as s i ck l eave .  
( 1 7 )  Occupati ona l dtsab I I tty or I njury leaye . An excu sed absence 
f rom d ut y  beca u se of  an  I nj u ry or I l l ness s usta i ned I n  the 
cou rse of  emp l oyment a n d  determ i ned to be compen s a b l e  u n d er 
the prov i s i ons  of  the Wor ker ' s  Compensat i on Law . 
( 1 8 ) Overt I me .  A u t h o r i z ed  t i me worked by an  emp l oyee I n  excess 
of norma l work i ng hours or work  per i od .  
( 1 9 ) OvertIme pay. Compensat i on pa i d  to an  emp l oyee for overt i me 
work per f ormed I n  accor dance w i th these r u l es .  
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( 20 )  probationary per Iod .  The deS i g nated per i od o f  t i me a fter a n  
a p p l i c a n t  I s  a p p o I n ted o r  a n  emp l oyee I s  p r omoted I n  w h i c h 
the e m p l o y ee I s  r eq u i r e d  t o  d emon s tr a te f i t n e s s  f or t h e 
pos i t i on by actu a l  pe r forma nce . 
( 2 1 ) Promot I on .  As s i g n me nt of a n  emp l oyee f rom one pos i t i on to 
anoth er w h i c h h a s  a h i g her max i mum r ate of p a y  a n d  r a n k . 
( 22 )  Repr i man d . A ty pe of d i sc i p l i n ar y act i o n ,  or a l or w r i tte n ,  
d e n o t i n g a v i o l at i on o f  personne l reg u l at i o n s  w h i c h becomes 
part of the emp l oyee ' s  person ne l recor d .  
( 23 )  Sen i or I ty .  L e n g t h  o f  serv i ce a s  a reg u l ar emp l oyee I n  the 
c l a ss i f i ed serv i ce .  
( 2 4 )  S i ck l eave . A n  a b s e n ce a p p rove d b y  th e department hea d  or 
s u perv i sor due to non -occu pat i o na l I l l ness or I n j u r y . 
( 25 )  SupervI sor . A n y  I n d i v i d u a l h a v i n g a u thor i ty on beh a l f  of 
t h e  m u n i c i p a l i t y to a s s i g n ,  d i r ect , or d i s c i p l i n e ot her 
emp l oyees , I f  the exerc i se of s u c h  a u t h o r i t y I s  n o t  a m e r e 
r o u t i n e o r  c l e r i c a l n a t u r e ,  b u t  r e q u i r e s  t h e  U s e o f  
I n dependent j u dgme n t .  
( 26 )  Suspens i on .  A n  e n f o rced l ea ve of a b sence f or d i s c i p l i n ary 
p u r poses or pe n d i ng I n vest i g at i o n of ch ar ges ma de aga I n st an 
emp l oyee . 
( 27 ) Temporary empl oyee . A n  em p l o y ee h o l d I n g a pos I t i on ot her 
t h a n  p e r m a n e n t ,  w h i c h I s  of a tempor ar y ,  sea sona l ,  cas u a l ,  
or emergency natu r e .  
( 28 )  Trans fer . As s i g n m e n t  o f  a n  e m p l oyee f rom one pos i t i on to 
a nother pos i t I on .  
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( 29 )  Wor k d ay or work per I od .  S c h e d u l e d n u m b e r  o f  h o u r s  a n  
emp l oy ee i s  req u i red to wor k per day or per sc h edu l ed n umber 
of days . 
CQverage . T h e s e  r u l e s s h a l I a p p l y  on l y  to the c l a ss i f i ed ser v I ce 
u n l e s s  ot h e r w i s e s p e c i f i c a l l y  p r ov i d e d  or n e c e s s a r i l y i m p l i ed .  The 
c l a ss i f i e d serv I ce sh a l l i nc l u d e  a l l f u l I -t i me pos I t i o n s w h i c h a r e  n ot 
s p e c i f I c a l l y p l a c e d  I n  t h e exem pt s e r v I c e .  The exemp t ser v i ce s h a l I 
i nc l u de th e fo l l ow i ng :  
( 1 )  A I  I e l e c t e d  o f f I c I a l s  a n d  p e r s o n s a p p o I n te d to f t l I 
vaca n c i es i n  e l ect i ve of f i ces . 
( 2 ) A I I m e m b e r s  o f  a p p o i n t i v e b o a r d s , c o m m i s s I o n s , o r  
comm i ttees . 
( 3 ) C i ty attor ney . 
( 4 ) C o n s u l t a n t s , a d v i s o r s , a n d  c o u n s e l r e n d e r i n g t em p or a r y  
p rofess i ona l serv i ce . 
( 5 ) I n depe n dent Contr actors .  
( 6 )  Tem p o r a r y  em p l o y e e s  w h o a r e h i r e d  t o  m e e t  t h e  i m me d i ate 
req u I reme nts of an emer gency con d i t I on .  
( 7 )  S ea s o n a l emp l oyees w ho are em p l oy ed for not more than th ree 
( 3 )  mo nth s d u r i n g the f I sca l year . 
( 8 ) Per sons ren der I n g part-t I me serv i ce .  
( 9 ) Vo l unteer personne l ,  s u ch a s  vo l unteer f i ref I g hter s ;  a n d a l  I 
other person ne l a p p o I nted to serve w i thout compen sat I on .  
Recru I tment. I n d i v i d u a l s  s h a l I be rec r u I te d  f rom a w I de geog r a p h I c  
area to a ss u re obta i n I n g we I I -q u a l I f I ed a p p l I ca nts for the var i ou s ty pes 
of pos i t i on s .  I n  ca ses w h ere res I dent s  a n d  non-re s I d e n t s  a r e  e q u a l l y  
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q u a l i f i e d  f o r a p o s i t i o n ,  t h e  r e s i d e n t  s h a l l r e c e i v e f i r s t  
cons i d erat i on .  
T h e  c h i e f a d m I n i s t r a t i v e o f f i c er ma y ,  a f te r con su l tat i on w i th the 
department h ea d  concer ne d ,  p rescr i b e m i n i m um q u a l i f i cat i ons as r eq u i r e d  
b y  t h e  n a t u re o f  t h e  work to be per formed . S uc h  req u i r ements sha l I be 
an nou nced to a l  I a p p l i c ants . 
T h e  c h i e f a d m I n i s t r a t i v e o f f i c e r  m a y  re j ect a n y  a p p l I ca n t a f ter 
de term i n I ng :  that th e a p p l I cat i on was not t i me l y  f i l e d or was �ot f i l e d 
o n  t h e  p r e sc r I bed form ; that the a p p l I ca nt does not possess the m i n I m um 
q u a l i f I cat i on s ; that the a p p l I c a n t  h a s  e s ta b l i s h e d  an u n s a t i s f a ctor y 
e m p l o y m e n t  or per so n ne l recor d ( a s ev I dence by reference c h eck ) of s u c h 
a n a t u r e a s  to d e mo n s t r a te u n s u I t a b I l i t y f o r  em p l o y me n t ; t h a t  t h e  
a p p l i c a n t h a s  m a d e  f a l s e s t a te m e n t  o f  a n y  mate r I a l  f a c t ;  t h a t t h e  
a p p l i ca n t  I s  a f f l I cte d w i th a n y  m e n t a l o r  p h y s i c a l  d I s e a s e  o r  d e f e ct 
t h a t  w o u l d  p r e v e n t  s a t i s f a c t o r y  p e r f or m a n c e o f  d u t I e s ;  t h a t t h e  
ap p l I ca n t  I s  a d d i cted to the hab I t ua l use of d r u g s  o r  I ntox I c a n t s ; t h a t  
t h e  a p p l I c a n t  does n ot r e p l y  t o  a ma l I o r  te l eph one I n q u I r y ;  that the 
a p p l I cant f a l l s  to acce pt a p po I ntme nt w I t h I n the t i me p r esc r I b e d  I n  th e 
o f f e r ; t h a t  t h e  a p p l I c a n t  w a s  prev I ous l y  em p l oye d a nd was removed for 
c a u s e  or res i g ned not I n  good sta n d I n g .  
Emp l oyment Exam I na t I ons .  A I  I a p p o I n tm e n t s  m a y  b e  s u b j e ct to 
com p e t I t I v e exam I nat I on .  A I  I exam I n at i ons s h a l I f a I r l y  a n d  I m p a r t I a l l y  
test those matters re l at I ve to the ca pac i ty a n d  f i tness o f  the a p p l i ca n t  
t o  d i sc h arge ef f i c i ent l y the dut I es of t h e  pos I t I on s  to be f l  I l ed .  
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Examinat i ons may consist of one or more of the f o l lowing types : a 
written test of required knowledge; a n  or a l  Inte r view ; a performa nce 
test of ma n u a l  s k i  I Is; a p h ysica l te st of strength, agil i ty, and 
fitness; a written test of mental abil ity; a n  evaluatIon of traIning and 
experIence . 
A p p l  icants for positions may be requir ed to u nde r go a medIcal 
examination to determine physical and mental fItness to perform w or k  I n  
the p os i tion t o  which a p p ointment Is t o  be made .  A I  I employees may be 
req u i red to undergo periodic medical exami nations to dete r mine the i r  
con t i n u e d  p h y s i c a l and mental fitness to per for m the work  of the 
positIon In which they a r e  employe d .  Determ i n ation of p hysica l o r  
mental fitness wi I I be by a p h ysician or p hys i cians des i gnated by the 
governing body. Medical examina tions sha l  I be at  n o  expe n se to  the 
emp loyee. 
App o i n t m e n t s . A p p o i n t m e n t s  s h a l  I be ma de b y  th e chi e f  
a dmIn ist r a tive of fIce r f r om t h ose a p p l  t ca nts who, by v I rtue of 
exam i nat i on, have been determIned to have the required qualIfications . 
Promot i ons . VacancIes I n  posItIons above the entrance l evel shal I 
b e  f l  I le d b y  p r omotion w h e n e ve r i n  t h e  j u d g m e n t  o f  t h e  c h I e f 
adm i nistrat i ve offi cer It Is In the best i nterest of the mun i cIpal i ty to 
d o  so. Promot i ons sh al I be on a comp et i tive basis and sha l I give 
a p p r o p r i a te con s i d e r a t i o n t o  t h e  a p p li c a n t s ' p e r f o r m a n ce , 
qua lifIcations, and senIority. 
Emergency appo i ntments . In an emergency, the chief administrat i ve 
officer may auth or i ze the a p p ointment of any person to a position to 
prevent stoppage of p ublic business or loss or serious Inconven i e nce to 
the p u bl I e .  Emergency appoIntments shal I be I t m t ted to a period not to 
exceed 30 days t n  any 1 2-month period. 
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Tran s fer s . A n y  e m p l o y e e w h o h a s  s u cce s s f u l l y  com p l ete d  t h e  
p r o b a t i on a r y  p e r I o d may b e  transferred to the same or s I m i l ar pos I t I on 
I n  a d I f f e r e n t  d e p a r tme nt w I t h ou t  b e I n g  s u b j ect to a p r ob a t I o n a r y  
per I od .  
pemotlons .  A n  emp l oyee may b e  demoted to a pos i t i on o f  l ower gr ade , 
I f  qua l I f i e d ,  for any of the fo l l ow i ng reasons : because the pos I t i on I s  
b e i ng abo l i shed and  the emp l oyee wou l d  otherw i se be l a i d  of f ;  there I s  a 
l ac k  o f  f u n d s ; beca u se a n ot h er emp l oyee , retu r n I n g f r om a u t h or I zed 
l eave , w i  I I oc c u p y  t h e p os i t i o n to  w h i c h t h e  em p l oyee I s  c u r r e n t l y  
a s s i g n e d ; the emp l oyee does not possess the necessary  q ua l I f i cat i ons to 
r e n d e r  s at i s f a ctor y s e r v I ce I n  t h e  p os i t I on ,  or I s  r emov e d  d u r I n g 
probat I on ;  the emp l oyee vo l untar I l y  req uests demot I on .  
Pro b at i ona ry per i od . T h e  p r obat I o n a r y  per I od f or a l  I r eg u l ar 
a p p o I ntme nts ,  I nc l ud I ng p romot i ona l appo I ntments ,  sha l I be f or a per I od 
of s I x  month s .  The emp l oyee ' s  s uperv I sor w I I I te l I the emp l oyee, d ur I ng 
the p robat I onary per I od ,  when performance I s  not sat I sfactor y and  I s  not 
meet I ng p robat I on ary test req u I rements .  
A t  l e a s t 1 0  d a y s  p r r o r t o  t h e  e x p I r a t I o n o f  a n  e m p l o y e e ' s  
p ro b a t i o n a r y p e r i o d ,  t h e  d e p ar tme n t  h e a d  s h a l I n o t i f y t h e  c h I e f 
a dm I n I str at I ve of f i ce r  w h et h er t h e  s e r v I ce o f  t h e  emp l oyee h as been 
sa t I s f a ctor y ,  a n d  w h et h e r th e de p a r tm e n t  h ea d  r ecomme n d s  th a t  t h e  
emp l oyee cont i n ue I n  the pos I t i on .  An a dd I t I ona l probat I onary per I od of 
up to th ree months  may be req uested by the department hea d . No emp l oyee 
sha l I serve more than  n I ne months on a probat I onary bas I s . 
Hours of work . The gover n i ng body sha l I estab l I sh hours of work per 
week for each pos I t r on ,  based on the needs of serv I ce ,  and tak I ng I nto 
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account the reasonable needs of the publ I e  that may be req u i red to do 
bus I nes s with var i ous departments. 
Attendance . An employee shal I be In attendance at reg ular work In 
accordance w i th these ru les a nd w i th general department regulat i ons. 
A I  I departments shal I keep dally attendance records of their employees. 
Oyertlme.  Overt i me may  be auth or � zed by pr i or approv a l  of the 
dep a r t ment hea d  or the ch i ef adm i n i strati ve of f i cer. S uperv i sory 
employees required to work ov ert i me sha l I be compen s a ted with 
compen satory lea ve on a stra i ght t i me b as i s. A I  I other employees 
required to work overtime shal I be pa i d  on the bas t s  of one and one-ha lf 
( 1  1 / 2 ) times the hours worked. A I  I employees called In for overtime 
shal I be gu aranteed pay or compensatory t i me for a mIn I mum of two hou rs .  
Outs I de employment .  No employee may engage in  additi onal employment 
o uts ide the off i c i al hours  o f  duty unless appr oved by the ch i ef 
adm i nIstratIve offlcer� 
Pecun i ary Interests . No of f i cer or employee sha l I personally profit 
d i rectl y or I nd i rectly from an y contract , purchase, sale, or serv i ce 
between the mun i c i pality and any person or company; or personal ly or a s  
an agent provide any surety , bal I ,  or bond requ i red by law or subject to 
approval by the governIng body. No off i cer or employee she l I accept any 
f ree or preferred serv i ces, benef i ts, or concess i ons from any person or 
company. 
Pol i t i cal actlyIty. Employees may Indiv i dually exercise their rIght 
to v ote and p r i v ate ly express the i r  po l ltl cal vIew s as citizens. 
H owever , no employee sh a l I hold a ppoint i ve office or a c t i v e l y 
partIc i pate i n  a mun i c i pa l  pol i t i cal campaign. 
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Hol I day l eaye. The f o l  l ow i ng l ega l ho i i days sha l I be observed : New 
Yea r ' s  Day , Memor i a l  Da y ,  I n dependence Day , Labor Day ,  Than ksg i v i ng Day ,  
Ch r i s tm a s  D a y. W h e n  a h o i i d a y  f a l I s  on  a S a tu r d a y  or  S u n d a y , t h e 
preced i ng Fr i day , or fo l l ow i ng Mon day sha l I be observed as a ho i i day. 
Where poss i b l e , every em p l oyee s h a l I be g i ve n  a p p r ov e d  h o i i d a y s .  
E m p l o y ee s  w h o  m u s t w o r k o n  o n e  o f  t h e s e  h o i f d a y s  s h a l I r ece i v e 
eq u i va l ent t i me off  or , i f  necessar y,  doub l e  pay for t i me worked. 
Annua l l eave . A I  I p e r ma n e n t  emp l oyees who  h ave been cont i nuous l y  
emp l o y e d  f or a p e r i od o f  o n e  y e a r  or l o n g e r  s h a l I b e  c r e d i te d  w i th 
earned vacat i on l eave i n  accor dance w i th the fo l l ow i ng sched u l e : 
Comp l eted SerVice VacatIon Credi t  - Per Year 
After 1 year 5 days 
After 3 years 1 0  days 
After 5 years 1 5  days 
T h e  a bov e sch e d u l e  a n d  c r e d i t s are f o r u n i n t e r r u p t e d  s e r v i c e 
com p u t e d  f rom the most recent date of cont i nuous emp l oyment. Emp l oyees 
sha l I accrue  vacat i on l eave f rom the i r emp l oyment date,  b ut sha l l not be 
ent i t l ed to take vacat i on u nt i  I they have comp l eted one year of serv i ce. 
Vacation l ea v e  may be taken a s  e a rne d s u b j ect to the app ro v a l of the 
d e p a r t m e n t  h e a d  w h o s h a l I s c h e d u l e  v a c a t i o n s  so a s  to meet th e 
o p e r a t i o n a l req u i r eme nts  of  t h e  d e p a rtme n t. Emp l oyees  m a y  a c c r u e  
v a c a t i o n l e a v e  t o  a max i mu m  o f  tw e nt y  d ay s .  Emp l oyees  r es i g n i n g 
vo l u ntar i I y  and  who  g i ve reasonab l e  not i ce of I nte n t i on to res i g n w i  I I 
rece i ve payment for accr ued vacat i on as  of  th e date of res i g nat i on. 
Vacat i on l eave sha l l be ch arged I n  not l ess th e o n e- h a l f  ( 1 / 2 )  d a y  
I ncrements. 
A- 1 2  
S I ck l eaye . S I ck l ea v e  w I th p a y  s h a l I be  g r a nte d a l l f u l l -t i me 
emp l o y ees at  t h e r ate o f  on e wor k i n g d a y  for eac h  comp l ete d month of  
serv i ce and may be accr ued to a max i mum o f  n i net y  90 d a y s. Em p l oyee s 
s h a l I acc r u e  s i ck  l ea v e  f rom th e i r  emp l oyment date ,  but s h a l I not be 
ent i t l ed to take s i ck l eave unt i l they h ave comp l eted the I r p robat I onary 
per I od . No payment w l l I be made for accrued s I ck l eave upon separat i on .  
S i ck l ea v e  w i th p ay s h a l l b e  g r a n te d  f or t h e  f o l l o w i n g r e a s o n s : 
per sona l I l l ness or p h ys i ca l  I ncapac i ty resu l t I ng from cau ses beyond  the 
emp l oyee ' s contro l ;  f I I n e s s  of a mem b er of th e em p l oyee ' s I mme d i a t e  
f a m i l y  t h a t r e q u i res  t h e  emp l oy ee ' s  p e r s o n a l c ar e a n d atte nt i on ;  
en forced q uarant i ne of the emp l oyee I n  accor dance w i th comm u n i ty h ea l t h 
r eg u l at i on s ;  to k ee p a d octor ' s  a p p o i n tme n t s ; o r  f or a death I n  the 
I mmed i ate f am i l y . 
I n  o r d e r s  to be  g r a n ted s i ck l eave w i th pay ,  an emp l oyee m ust meet 
th e  fo l l ow i ng con d i t i ons : not i f y the I mmed i ate su perv i sor p r i or to t h e  
b eg i n n i n g o f  t h e  s c h edu l ed work  day of  the reason for absence;  subm i t, 
I f  req u i red by  the department hea d ,  a m e d i c a l  cer t i f i c a te s i g ne d  b y  a 
I ' c ense d  p h y s ic I an certify ing that the empl oyee ha s  been incapac r tated 
f o r  w o r k  f or th e p e r i od of a b se n c e ,  t h e  n at u re o f  t h e  e m p l o y ee ' s  
s i ck n es s  or I n j u r y ,  a n d  t h a t t h e  emp l oyee I s  aga I n  phys i ca l l y  ab l e  to 
per f orm d ut I es. A med i ca l  statement may be req u i red on l y  I f  t h e  p e r i od 
of  absence I s  two consecut i ve days or l onger. 
S i ck l eave may be taken as necessar y ,  b ut may not be exten ded  beyond  
the  acc r u a l at  the  t i m e o f  a b se n ce . Prov I d ed , however , th at at the 
req uest of t e emp l oyee any  accr ued vacat i on b a l ance may be a p p l l e d a n d  
exten ded as thoug h I t  were s i ck l eave. 
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OccupatIonal d lsabl l tty or In jury l eaye. Occ u pat I ona l d i s a b i I I ty or 
I n j u r y l ea v e  s h a l I b e  g r a n t e d  em p l o y e e s  w h o s u s ta i n  a n  I n j u ry or an  
I l l ness d u r i ng the course of th e I r em p l oyme nt w h i c h I s  determ i n e d  to be 
compensab l e  u n d er th e p r ov i s i on s  of the Wor ker ' s  Compen sat i on Law . 
E m p l o y e e s  o n  oc c u p a t i o n a l d l s a b l I I t y l e a v e  s h a l l r e c e i v e s u c h  
b e n e f I ts I n  I l e u o f  p a y  a s  a r e  p r o v i d e d  b y  the Wor ker ' s  Compen sat i on 
L a w . 
E m p l oyees on oc c u p a t i o n a l d l s a b l I I t y l ea ve w h o  h ave acc r ued s i ck 
l eave may choose to rece i ve f u l l pay a n d c h a r g e s u c h  d l s a b l I I t y l e a v e  
a g a i n st th e i r  a c c r u e d  s I ck l eave . A n y  mon i es r ece i ved b y  th e em p l oyee 
as a benef i t  u n der Wor kmen ' s  Compen sat I on s h a l I be de pos I ted I n  or i g i na l  
check or d r a f t  f orm w i th the C I ty Recor der . 
��aye w I th pay . L e a v e  w i t h p a y m a y  b e  a u t h o r I z e d  I n  or der that 
em p l oy e e s  m a y  se r v e  r e q u i r e d  c o u r t  a n d  J u ry d u ty , p rov I d ed that s u ch 
l eave I s  re porte d  I n  adva nce to t h e  s u p e r v i s or . I n  or d e r  to r e c e I v e 
f u l I p a y  f o r s u c h l e a v e ,  t h e  emp l oyee m u st depos I t  the money wh i c h he 
rece I ves for J u ry d u ty w I th the C I ty Recor d er . 
A reg u l ar emp l oy ee who I s  a mem ber o f  any m I l I ta r y  reserve compone nt 
w l l I be  a l l owed l eave of ab sence w I th p a y  for a p er i od n ot I n  e xc e s s  o f  
1 5  wor k I ng days d u r I ng o n e  year . 
Leaye w I thout pay . A r e g u l a r e m p l o y e e m ay be g r ante d a l ea v e  of 
a b s e n c e w I t h o u t  p a y  f or a p e r I od n ot to exceed one year for tempor ar y 
s I c k n e ss , d I s a b I l I ty ,  or f or oth er good a n d  s u f f I c I e n t  r e a s o n s .  S u c h  
l e a v es s h a l I r e q u I r e t h e  p r I o r a p p r ov a l o f  th e c h i e f a dm I n I strat I ve 
of f i c er . 
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Proh I b i t i ons . No p e r son s h a l I be a ppo i nte d  to, or pr omoted to, or 
demoted ,  or d i sm i ssed f rom a n y  pos i t i on I n  the c l ass i f i ed s er v i ce ,  or I n  
a n y  way be f a vored or d i scr i m I nate d ag a i n st w i t h r e s pect to em p l oyme n t  
I n  t h e  c l a s s I f i e d s e r v i c e b e c a use o f  race , re l i g i on ,  nat i ona l or i g i n , 
po l i t i ca l a f f i l i at I on ,  h a n d i c ap , sex, or age . 
No p e r son s h a l I seek or attempt to u se a n y  po l i t i ca l  e n dor sement I n  
co n n e c t i o n w i t h a n y  a p p o i n t m e n t  t o  a p O S i t I o n ,  o r  d e m o t I o n ,  o r  
d I sm i s sa l from a pos i t i on I n  the c l as s i f i e d ser v I ce .  
No person s h a l I use or prom I se t o  u s e ,  d I r ect l y , or i n d I r e c t l y , a n y  
o f f i c I a l  a u t h or i t y o r  I n f l u e n c e ,  wheth er pos sessed or a nt i c I pate d ,  to 
s e c u r e  or to at tem p t  to s e c u r e  f o r a n y  p e r son a n  a p p o i n t me n t  t o  a 
p os i t i o n t n  t h e  c l a s s I f i e d s e r v i ce ,  or a n y  I n crea se I n  wages or ot her 
advantage I n  emp l oyment I n  s uch pOS i t i on ,  for the p u r pose of I n f l u enc I n g 
t h e  v o t e  o r  p o l l t l c a l  a c t i o n o f  a n y  p e r s o n , o r  f o r a n y  ot h e r  
cons l derat l on o  
No p e r s o n  s h a l I ,  d i r ect l y or I n d i rect l y , g i v e ,  ren der , p a y ,  o f f er ,  
so l i C i t , o r  accept a n y  money, s er v i ce , o r  oth er v a l u a b l e  c o n s I d e r a t i o n 
for or on accou nt of a n y ap po i ntment or promot I on , or a n y  a d v a ntage I n  a 
pos l t f on I n  th e c l as s i f i ed serv i ce .  
Separat I ons .  A I  I se p a r at i o n s  o f  em p l o y ees from pos i t i o ns I n  the 
c l as s i f i e d serv i ce s h a l I b e  des I g n ate d as one of the f o l  l ow i ng ty pes a n d  
sh a l l be accomp l i sh e d  I n  th e ma nner I n d i c a te d : r e S i g n a t I o n ,  l a y-o f f , 
d i sa b i l i ty ,  an d d I sm i s s a l . At th e t i me of separ at I on a n d p r i or to f i na l  
p a ymen t ,  a l l recor d s ,  eq u I pment,  a n d  other I tems o f  m u n i c i p a l  p r o p e r t y 
I n  t h e  em p l o y ee ' s c u stod y s h a l I be tr a n s f er r ed to the de p a r tment h ea d .  
An y amou nt d ue t o  a s h ortage I n  th e  a b o ve s h a l I b e  w i t h h e l d f r om t h e  
emp l oyee ' s  f i na l  compen sat I on .  
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Res I gnat I on .  A n  employee may resIgn by subm ittIng In wrItIng the 
reasons and the effect ive date, to hIs/ her department head as far In 
advance as pOSS ible, but a m in imum of two weeks notIce Is req uested . 
Una uthor ized absence from work for a per iod of three consecutIve days 
may be consIdered by the department head as a resIgnat ion . Department 
h e a d s  s ha l  I f orward al I not ices of resIgnatIon t o  the ch ief 
adm in istrat ive offIcer Immediately upon rece ipt. 
Lay-off. The govern ing body may lay-off any employee when they deem 
It necessary by reason of shortage of funds or work, the abol itIon of a 
posIt ion, or other materIal changes In the dutIes or organIzat ion, or 
for related reasons which are outs ide the employee's control and wh ich 
do not reflect d iscredIt upon servIce of the employee . Temporary 
employees shal I be laId off prIor to probatIonary or regular employees. 
The order of lay-off shal I be In reverse order to total contIn uous tIme 
served upon the date establ ished for the lay-off to become effectIve. 
DIsab i l Ity. An employee may be separated for d l sab l I Ity when unable 
to perfor m req u Ired dut ies because of a phys ical or mental Impa irment. 
Act ion may be In it iated by the employee or the mun ic ipal ity, but In a l  I 
cases It must be supported by med ical ev idence acceptable to the chief 
adm in istrat ive offIcer. The mun icIpalIty may req u fre an examInatIon at 
Its expense and performed by a lIcensed physIcIan of Its choIce. 
D I SC i p l i nary Action . Whenever employee performance, att itude, work 
habits , or personal conduct fall below a des irab le level, superv isors 
shall Inform employees promptly and spec if ically of such lapses and 
shal I g ive them counsel and ass istance. If appropr iate and just if ied, a 
reasona ble per iod of t ime for Improvement may be a l  lowed before 
InItIat ing discIplInary act ion. 
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I n  s i t u a t I on s where a n  or a l war n I n g h a s  not resu l ted I n  the expecte d 
I mproveme nt, or when mor e severe I n l t t a l  act i on t s  w arra nted , a w r i t te n 
repr I ma n d  may be se nt to the emp l oyee, a n d  a cop y s h a l I be p l aced t n  the 
emp l oyee ' s  person ne l f o l der . 
An emp l oyee ma y be s u spen ded w I thout pay by h I s/ her department h ea d ,  
w I th the a pprova l of the c h I e f a dm i n I str at I ve o f f i c e r ,  n ot t o  e xcee d a 
tot a l o f  3 0  d a y s  I n  a n y  1 2 -mo n t h  p e r I o d .  A wr i tten statement of the 
reason for s us pen s I on sh a l l b e  s u b m i tte d t o t h e  em p l oyee a f f ecte d a t  
l ea s t 2 4  h o u r s  p r I or t o  t h e  t i m e t h e  s u s p e n s i o n b e c ome s e f f ect i ve .  
Reg u l a r emp l oyees m a y  b e  s u s p e n d e d  w i t h o u t  p a y  f o r a l o n g e r  p e r I o d 
p e n d I n g a n  I n v es t i g a t i on o r  h ea r i n g o f  a n y  ch arges aga i n st them . An 
emp l oyee determ I n ed to be I n noce nt of th e ch arges s h a l I be r e t u r n e d  to 
d uty w I th f u l I pay for the per I od of s u spe n s i on .  
Di sm i ssal & Demotion. The c h i e f a dm I n I str at i v e of f I cer may d i sm i ss 
or d emote a n  em p l o y e e . Reason s f or d i sm i s sa l or demot I on may I nc l u de ,  
b u t  sh a l l n ot b e  I t m t te d  to : m I s c on d u c t ,  n e g l i g e n ce , I n com p e t e n c y ,  
i n s u b o r d i n a t i o n ,  u n a u t h or i z e d a b s e n c e ,  f a l s I f i c a t i o n o f  r e c or d s ,  
v I o l at i on of a n y  of the p rov i s I on of the Charter , or d i n a n c e s , o r  t h e s e  
r u l es ,  or a n y  oth er J u st i f i e d reason . 
The emp l oyee s h a l I be f u rn i s h ed an a dvance wr i tten not i ce conta i n i ng 
the nature of the proposed act i on ,  the reason s therefore , a n d  th e r i g h t  
to a p p e a l th e c h a r g e s  I n  w r i t i n g t o  t h e  gover n i n g body . Th i s  not i ce 
sh a l l be f u r n i she d a t  l e a s t o n e  c a l e n d a r w e e k  p r i or to th e p r o p o s e d  
e f f ect I v e d a te of th e act i on .  Dur I ng th I s  per i od ,  t h e  emp l oyee m a y  b e  
reta i ned on d u ty status , p l ace d o n  l eave ,  or s u s pended w i th o r  w i thout 
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pay �t t h e  d i s c re t i o n of  t h e  c h i e f a d m i n i s t r a t i v e o f f i c er . I f  th e 
e m p l oyee f a l I s  to  res p o n d  to  t h e a d v a n c e  not i ce ,  the proposed act i on 
s h a l I b e  e f fect i v e o n  t h e  d ate s p ec i f i e d w i th no  n ee d  f or f u r t h e r  
act I on .  
I f  t h e  emp l oy ee req u ests a h ea r i n g o n  t h e  p r oposed  act i o n ,  the  
gover n i ng body sha l l prompt l y  set a date  a n d  t i me f or the  h ea r i n g a n d  
s h a l l c a r e f u l l y  c o n s i d e r  a l l ev i de nce p r ese n t e d  be f or e  ma k i n g a 
dec i s i on .  The dec i s i on of the govern i ng body sha l I be  f i na l .  
Gr i evance procedure. When a ny gr i evance comes to or I s  d i rected to 
t h e  atten t i on o f  a n y  d e p a r tment hea d ,  he/she sha l l d i scuss  w i th i n  two 
work i ng days a l  I re l evant c i rcumsta nces w i th the emp l oyee and remove the 
c a u s e s  o f  t h e g r i e v a nces  to t h e  exte nt t h e  d e p a r tme nt  h e a d  d eem s 
a dv i sab l e  a n d  possesses a u thor i ty .  Fa l l i ng reso l ut i on at th i s  l eve l ,  the 
g r i e v a n c e  s h a l l b e  r e f e r r e d  to  t h e  c h i e f a dm i n i str at i ve of f I cer f or 
f I na l  determ i nat i on .  
Amendment of personne l ru l es .  Ame n d m e n t s  o r  rev i s i ons to these 
r u l e s m a y  be r ecommen d e d  f or a d o p t i o n b y  t h e  c h I e f a d m i n i st r at i v e 
off i cer or by  any  mem be r  o f  t h e  g o v er n i n g b od y .  S u c h  ame n dme n t s  or 
r e v i s i on s  of  t h es e  r u l es s h a l I become e f f ect i v e u p o n  a do p t i on by a 
major i ty vote of the govern i ng bod y .  
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GENERAL INFORMATION 
AD objectlY .. centered performance evaluation system provides for the coUaboratl ve review of employee performance 
and for the estabUshment of appropriate wo,ll and developmental objectives. 
ne form ltsel Us a neutral lnstnunent. The value of the system will be de term ined by the amount of effort lndivlduals 
are wlUln &. to d •• ote to lbe objective setUni and evaluation processes. This evaluation system requires continuous com· 
municat10n belween the emplo1ee and the supervisor. 
The .,stem Is an attempt to make the process of evaluaUon m"re raUonal. It belps the employ"e and supervisor under­
stand rnor. fuu.r what is involved In doIng their jobs as well as clarifyln8 the relationship of their work to the work of others 
around them_ This approach helps reduce the problem of misunderstand ing by requiring that the employee and supe"lsor 
meet and JointlY :.olret! to &- set of objectlves, 10 orde r of importance. for the employee's job. The Individual ,et:; di rect 
feedback Olt bow he Is progressin, tbrouch the use of the quarterly review sessions. The organization benefits by belne 
better able to plan and coordinate its functions for more errecUve and economical delivery of services, 
The objectives of the orpnizaUon and the obj oc tives of the IndIvidual should be intelrated as closel,y as possible. 
'lbose employees who see their own objec Uves btJtnl accomplished. while at the same lime achieving the objectlves of the 
orpn1zatlon. ar. more interested. more motivated and ,  therefore, more efCectlve In perform!nl their jobs. 
The establishment of employee objec tive. Is a nv .. step process whicb may be illustrated as fol lows: 
1 � 
EMPLOYEE'S ROLE 
Di�.s .re •• o r  re· 
r .. poulbill,y rel.liDS � 
to objecti., .. .ad .elf· 
dnelopm eal ae�ds. 
IN FORMATION TO B] 
SH A R ED 
Orlani zalioa objec:- r"'\. 
li ves; m.jor job re- """ 
aponsibili lies; eelJ. 
developmeat Deed. 
I ] 
SU PER VISOR'S ROLE 
Communicate .Jld dis­
c:u n  appropri:ue objec - � 
"ves. 
Prepare lisl of objec:-
live. for discuasioll 
2 � 
wilh .upervisor. Di.. � 
cuss aDd .gree OD work 




Prepare a l i S! of  objec-
[) 
tives wi lh employef!. .... 
2 � 
Discuas and ag,ee on r 
work o bjectivu for thi s 
period. 
Prepare pl aas or actioD 
3 ] 
to meet objectives for 
approv.l of supervi sora � 
Perfn"" the job to be 
dODe. 
PLANS OF' ACTION 
FOR JOB TO 8E 
DO�E 
o 
for achi e vi ng work ob- .... 
�pprove pl<lns of aCliO] 
jeclives and review r 
wi lh hi sh er manage-
m ent. 
4. ] 
Revi ew pro",ess aDd 
discuse uy �roblem. 







quired . Provide coach- � 
iDg a!ld as.i staDce. 
5 
�aks •• U-e ... laatioll 
aDd eval/late results 
for anDual appraisal. 
Prepare l i s' of objec--. 







Evalu ate pf!r'ormaacf! 
and resuhs for a"naal 
apprai sal. Prepare 
lis' o' objectivn lOl 
Dell period. 
Each employe e will be counseled by his supervisor and a copy of tbls form filed In the Individual's personnel folder 
not less than once every twe lve ( 1 2 ) months. Results of quarterly progress review sessions need be recorded only on copies 
retain ed by the employee and the supervisor. 
A m inimum of three (3) copies of this form wil l be requlred--one for the supervisor, one for the emDloyee, and one for 
the personnel files. Additional co pies m ay be reQuired I f  needed. If employee position Is at a level (unskiUed. etc. ) that 
does not lend Itself to objective set tin g. indicate by inserti ng "N/ A" (Not Applicable) wherever necessary. 
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PART • • . AP PRAISAL OF 0 JECTIVES. 
�p.rvisor I .  to I i .t Oft • •  .,.Iuat. all ot.fectives fOf "" ch  tf,. ",pi., •• WOI h.ld acce¥fttattl • •  vrh •• the Int ,.,a.rtf", 
p.riod. Mark tfw oppropriat. co"""" fOf eaeh obj ectiv •. 
Objectiv •• 
•• c •• o.c ...  T NOT .. aT 
I 
PART I I .  CENERAL APP RAISAL OF EMPLOY E E  P E R FORMANCE TO liE: COMPLIET.O TO Bit CO .... LET.O 
BV ."'P I..OV!:t! BV S U " . " ""Of' 
Co"'pl ••• item. 1 through 8 for all employ ••• and i t."'1 9 and 10 wII ... . . .. 0 - .. 
app l i eatt' •• DiH.,.nc •• ttetw_n rating. tty .mploy •• and tty supervisor must ... " " " . . . : t .. 0 � i 
0 . .. 
;:: ;: ;: � � ; :  dllcu ..... 
�� 
.. � .. f = :  � . ..  - .. - .  .. . . .. ..  . .  .. E :  . . .. .. .. .. .. : !  
'" I ·  " .  " J  .. he 1 .. a _  .. J :  
1 .  JOB KNOWL E DGE: Cons l d., oyeral l knowlodgo of dutl o ,  ond ro.pon'i � i l l tlos •• 
roqulr.4 fo, curro", lola 0' ,.sltlon D 0 0 0 0 0 0 
2. PRODUCTIVI TY: Ev.l"oto o_unt or _rk g_oroted and complot.cI ,vcco .. fvll, a '  
0 comporM to o_unt or _ric o.p.ct.d ror thi s jola 0' po,itlon D 0 0 0 0 0 
3. QUALITY: Rote co".ctnos" ca",plot_s" occurocy ond oconom, or _II • 
0 0 0 0 0 .yerol l Ituollt, 0 0 
4- INI TIATIVEs SOU _tivotlon • con,i4., _unt of diroction ro!tulrM • s •• Ie. 0 0 0 0 0 0 0 Imp,ovM ",."'och on4 tochnlq\M' • con . l .t.nco I" ""ing to de 
Ito".,. 
So USE OP TIME: U�. owel lobl. tl",. w h.I, . II punctual r.porti� 10 _II 
.b .. nto.i .m • occ."'pli ... .  roqulrocl _rk on 0' oh_4 or ,choclul. 0 0 0 0 0 0 0 
6- PL ANNI NGt Sot. ,_l i stie .bj.ctlv • • • anticlpato. oncl pr.par •• rM 'uftW. 
0 0 0 0 0 0 0 requiroon.ntl • • • toltlhh •• 1011 col prio,iti., 
7. FOLLOW·UP: Main,.'n. �'rol or _rlIl_cla • ol locoto, rosourc • •  oco_mlcol l, • 
0 0 0 0 0 0 0 In,"r.' thot ossi gn",ent • •  r. co"'pl.tM occurot.ly end ti",.I, 
8. HUMAN RELA TIONS: E .to�l i .ho. and ",.in'a i n .  cordial _ric climote . promot., 
0 D 0 0 0 D 0 ho.-, and _",,,.i.s ... . .Ii .ploys ,inc.ro Int.r •• t In ossl stln, 
0 ...  ' .... Ioy_. 
t. L EADE R SH I P :  S . t s  hillh .tondord • •  provid •• good ",onClII.rlol • •  am p l  • • •  ncou,og •• 
D ."bardinot •• to p .. fa"" .ffic i _,l y • co",,,,unicalo. orr.ctiv.ly 0 0 0 0 0 0 
10. SU BO R D I NATE DEVELOPMENT: Ho' p .  subordinat •• plan ca,.or d.v.lop",ont • • """ 
D 0 D 0 potontiol repl Clcomonta • g iv •• lIuidanc. and cauns.1 0 D 0 
Pall. 2 or 4 
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PAR T  I I I .  REMAR KS BY SU P E RVISOR. 
Comment on employ •• • outsta ndi ng achi e"ements. Wh.n "not m.t- i l  c".clt.d i n  Port I or "n •• d. imp,o".",.".- h 
check •• in POlt II d.lc,ibe tho realon l for thi .  ratin9, and what r.medi al .tepl w.r. talt.n. 
PART I V. EMPLOY E !  OBJ ECTIVES FOR N EXT REPORTING PERIOD. 
To b. o.tabl iahed by tho ."'ploy •• with input, adYic., and agro.",ont of tho sup.",iso,. Obiec:tiY.s s"ovld b. set fo, 
eoeh MOior .reo of iob r.sponsibi l i ty, rank.d in priolity orde" and be as moasula},l. as pouibl •• P.nonol development 
objoetiY.,. ",ay b. included. 
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PART V. EMP LOY E E ' S  COMM E t U S. 
Empl oyee may (om ment on a l l  or a"y part of the informati on contai ned in thi �  document, i ncluding the eva luotiOft 
procen. If the emp l oyee does not concur with th e evaluation, check the approp riate box ond explain reasons for di IOgr .. ment. 
PART VI . SIGMA TU R E S. 
D A T I:  
P A Y R D L. L.  T. T .. £ D A T I:  
N I: IIL '!'  H ' CO M II ".  L. 1E  .. 1I1. SU P \E. R  .. ' SOA S' O .. A TU A II  I R II  .. .  II:"" PA Y R O L. L.  T. T L. I:  D 4 T IE  
A CO IE N C Y  HIE A O  • •  GN . T U R E  ' '' II V I I:''' ' � A " "O'- l.. TI T L. I:  O A TI: 
PART VI I. Q UA RT E R LY P ROGRESS R EVI EW. (Th i s  can be ini tiated by either the empl oyee or the supervisor.) 
n.. ",pl oyee a nd super ... i sor or. to m.et quart.rly to ,ev ie. progr.u toward p' .... iou�ly agre.d upon obj ectives. If the 
original objecti ves need to b. adjust.d, u se the space below to document the chan ge. The employee and super ... i sor shoul d 
date oncl lnltial the docum.nt at the time of each reylew. 
1 st quarter 
Oo t. ___ _ 
I n i ti al s: 
Emp. __ _ 
Sup. 
2nd quarter 
Ootll ___ _ 
Ini t i al s: 
Em p. __ _ 
Sup. 
3rd quarter 
00t8 ___ _ 
Init iah: 
Emp. __ _ 
Sup. __ _ 
(DO NO
'
T WRI T E  BENEATH THIS LI NE) 
For u.e only if third party connltation i s  required. 




o r  yme 
( ans'wer all  quest ions - please pri n t )  
I n  co m pl ia nce w i th Federal  a n d  S ca te equal em ployme nt oppo rtu n ity laws, qual i fied 
a p p l ica n ts a re cons idered for a l l  pos i t ions w i t hout  regard to race, ·co lor,  religion, sex, 
nJt iona l  o r ig i n, age,  mari tal s tatus, or the presence of a non-j ob-rela ted med ical cond it io n  o r  
h a nd icap . 
. 
Date of Appl ica tion ___________ _ 
Pos i r io n ( s ) A ppl ied F H _____________________________ ----'--____ _ 
Refe r ral  Sfa)u rce o Ad vert iseme nt 0 Friend 0 Relative 
o Employment Age ncy 0 Other ___________ _ 
Name _________ =�-------��� 
FIRST MIDDLE 
Social  Secu ri ty No. ____ ---' ____ _ 
LAST 
Add ress _____________________________________________________ ___ 
UTY STAn ZI t> STR UT 
Phone _______ A re you k nown to schools/ references by a nother name? 0 Yes 0 No 
I f  yes, by w hat name? ------------------------------------------­
H ave you fi led a n  appl ica t ion or been e m ployed here before? 0 Yes 0 No Date ( s ) ____  
A re you a C i t i zen o f  the U n i ted States ? 0 Yes 0 No 
I f  not, do you possess a n  A l ien Reg is t ra t ion Card ?  0 Yes 0 No 
A re you ava i l a ble to work ? 0 Fu l l Time 0 Part Ti me 0 On S h i fts 
Do A n y of Your . Friends or Relat ives Work Here ? D Yes o No 
If Yes, List  Na me ( s) ---------------------------------­
A re you ?  0 U nder 1 8  o 1 8 - 70 D Over 70 years of age 
H a ve you bee n co nv icted of a fe lony or released from p r ison w it h i n  the last 7 years ? 0 Yes 0 No 
I f  yes, descr i be i n  fu l l , i nclud i ng date ( s )  _______________________________ ___ 
I n  case of accident or emergency, please notify :  
NAME ADDRESS PHONE NO. 
AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER M/F 
L- l __ __ __ ______________ --�----------�--� 
A re You O n  Lay-Off A nd Subject To Reca l 1 ?  D Yes 





Can You Travel If A Job Req u i res I t ?  
H ave Y o u  Been Bo nded ? 
Do You Have A Disability, A Handicap 
or A Medical Condition That Limits 
Your Job Performance? 









I f  Yes , Please Exp l a i n  ____________________________ _ 
Are You A Vetera n? D Yes D No 
If Yes,  What Was Your Branch of Military Service ? ___________ Rank ___ _ 
List  Trade or P rofess ional  Orga n izations 
Of W h ich You A re A Member,  I nclud i ng 
Off ices Held 
G ive Name,  Add ress and Phone Nu mber 








List  each job held .  Start with your Prese n t  or Las t job. I nclude m i l i tary serv ice ass ignme � ts 
and vo lunteer activ i t ies .  
E m ploye r Darfs Work Performed 
From To 
Address 
Job Ti tle Hrlv. Rate Salary 
Sta rt i ng Final 
S uperv isor 
Reason for Leaving 
" 
Em ployer Dans Work Performed : ... . .. . -, ';, " , . 
Address 
Job Tit le 
Superv isor 
Reason for Leavi ng 
E mp loyer 
Add ress 
Job Title 
S uperv iso r 
Reason for Leav i ng 
Employer 
Address 
Job Tit le 
Superv isor 
Reason for Leav i ng 
From To 






' , To 
, " 
Hrly. Rate /Salary 




Scart lng Fi nal 
' . ) " , " -:,����.� ( : . " r 
Work Performed 
_ .  " 
Work Performed 
If you need addi t ional  sp ace, please con t i nue on a separate s heet of paper. 
S u m m a ri ze Spec ia l  Sk i l l s  a nd Qua l i ficat ions 
.� r, \ " j )�:,.,\ , 
;. � 
A cqu i red From E m ploy m e n t  Or O ther Experience ------------�------
C - 3  
Educa t i o n  
I I 
G raduate/ 
Elementa ry H igh Col lege/ U n i versity Pro fess iono. l 
School Nam e 
Years 
Completed : ( C i rcl e)  4 5 6 7 8 9 1 0  1 1  1 2  1 2 3 4 1 2 3 4 
Diploma/ Degree 
Descr ibe Cou rse 
Of Study: 
Describe 
Specia l ized Train-
i ng, A pprent ice-
s h i  p, Ski l ls, a nd 
Ex tra-Curricular 
ACt i v i t ies 
Agreetnent 
I cert i fy that answers given here i n  are true and complete to the best  o f  my know ledge. 
I au thor ize you to make such investiga tions a nd inqu i r ies of my persona l ,  em ployment,  
fi na ncial  or  med ica l history a nd ot her related ma tters as  may be necess a ry i n  arr iv ing at 
an employment decis ion. I hereby release employers ,  schools o r  persons from all l i abi l i ty i n 
respond i ng to i nqu ir ies i n  con nect ion w i t h  my appl ication. 
In the event  of employment,  I u nderstand that  false or m is leadi ng i nformat ion given in  
my appl icat ion or  i n terview ( s )  may resul t  in  d ischarge. I u nders ta nd ,  also, that I a m  requ ired 
to abide by a l l  rules and regula tions of the Compa ny. 
S ignatu re of Applica n t  Da te 
For Personnel Depa rtment Use Only 
A r range I n terv iew D Yes O No Date __________________ __ __ 
Rerna rks ____________________________________________________ __ ____ __ ____ ______ __ 
E m ployed D Yes D No Date of Em ploy rnent ____ _ 
Job Ti tle ____________ Hou rly Rate/ Sa lary ____ --J.....-Department ___ _ 
This Appl ication For Employmenr and Pre'�r:np loymenr �nfor�ati?n F�:>rm is sold for gen�ral use �h roughout the United States. Amsterdam 
Pri n r i ng anJ Li tho Corp. assumes no respo nsibi l i ty for the mcluslOn In said form of any questions WhICh, when asked by the Employer of the Job 
A ppl icant .  may v io la te Sta te and/or Fed�ral Law. 
C-4 
FOR OFFI CE USE ONLY 
posi tions qualified for : 
DATE : 
PERSONAL 
NAAE __ ��� ____________ ----���----------________ �� __ 
Last " First "Middle 
ADDRESS ----------t=":&:":���':"":""':"-----------­Street Address 
city County State 
ZI P CODE PHONE ___ ---- -----------------
Are you under 18 or over 651 Yes No --- ---
Pos i ti ons Appl yi ng for :  
Labor. and Trades 
Engi neeri ng/Sci enti fi c 
Offi ce/Cl eri cal 
" I . . 
2 .  
3 .  
4 .  
5 .  
Profess i ona 1 /Management ___ _ 
��bl i c  Safety 
' "1". 
Do you have any phys i cal  condi ti on whi ch may l i mi t your abil i ty to perfonm the 
parti cul a r  job for whi ch you are appl y i ng?  Yes No 
If yes pl ease expl a i n :  
De you cl  ai m veteran s preference? Yes __ _ No 
Dates of acti ve duty :  From -----mo-n�t�h�/y-e-a-r----
--
I f  so attach 00214. --
To ." ___ ----:..,..-,. ___ _ 
month/year 
Li st duti es/ski l l s  l earned i n  the servi ce :  __________________ _ 
-1-
c-s 
RECORD Of EDUCAT I ON 
!Name and Addre ss  Cou rse c t  Cl rcl e last  Dipl oma or 
SCHOOL �f Schoo l Study Yea r Compl eted Degree 
C>< El ementary 5 6 7 8 
Hi gh 1 2 3 4 
. 
Col l ege 1 2 3 4 
Trade or 
Vocat i onal 
. -
Other 1 2 3 4 











· 1  
EMPLOYMENT HISTORY 
( I )  Name and address of Present or 
l ast Empl oyer : 
Titl e of your posi ti on : 
Number of empl oyees 
you supervi sed : 
Dates of empl oyment : From ___ � ............. ___ To ----:-T'"..,..-- --month/yea r month/year 




... . . ' . . .. �. '" ... ' ' . 
. .... ..... . ? • •  �' • • • •  , • •  , � •• \ - � · "·· ·I '- · · · · -- .. ; ... . .,. � . . .. ' . .  
Name of Inmed,� ��e Su.peryi sor : 
. Starti ng Sa l ary __ --- per _
__ 
_ 
, . . ' Last Sal ary per __
_ _ 
Hours per Week _____ _ 
Reason for Leav i ng : ' 
(II )  Name and address o f  Presen t or 
l ast Empl oyer : 
Ti tl e of your pos i ti on : 
·Number of empl oyees 
you supervi sed :  
Dates of empl oymen t :  From ---"""":""'r'.....,-- -- To ----:-r-r----mon th/year month/year 
Descri be i n  deta i l  the work  you d i d o  
Name o f  Immedi ate Superv isor : 
Starti ng Sa l ary ____ _ per ___ _ 
'last Sal ary per 
___ _ 
" HOUTS per W�ek 
____ 
_ 
.,  . . - - - " .. . ... 
' Reason of Lea vi ng : . _-------------------_--... __ 
�3-' 
C-7 
( I I I ) Name and add (' e � 5  o f  p t't? \' } O U �  
Emp l oyer ; 
Da tes o f  Emp l oymen t ;  F rom 
-----:,-- --
mon t h/ye d (  
De sc r i be I n  d e ta , ) t he wo rk yo u d ' d . 
Name o f  Immedi ate Superv i sor : 
Starti ng Sal a ry pe � ----last Sal ary pe r 
Hours per Week ------
Reason for l eaving : 
( IV ) Name and address o f  p rev i ous 
Emp l oyer :  
----
T i t l e o f  your  pos l t l o n : 
N umber' 0 f emp 1 o)'ee s  
you  s lJperv i s ed � 
T o  
-----m-on-t�h-l�y-e-ar-----
l l t 1 e  o f  your pos i ti on :  
Uurr.be r o f  empl oyees 
you superv i sed : 
Dates of Empl oymen t :  From To 
-----mo--n�th�l�y-e-ar----- ----mo--nth�/�y-e-a-r----
Descri be i n  de ta i l  the wo�k you d id �  
Name of Immediate Super v i sor:  
S ta rt i ng Sa l ary per -----
last Sal ary per 
Hours per Week -------
Reason for l eav i ng :  
(V) Name and add ress o f  pre� ious 
Empl oyer : 
-----
T i t l e  of your posi ti on :  
Number o f  empl oyees 
yOu superv i sed : 
Da tes 0 f Emp 1 oyment : From ___ -.;--;-_____ f 0 ___ --::---:--------
mon t h /yed r month/year 
Desc r i be i n  deta i l  the work you d fd .  
Name o f  Irnmed l a te Supe r v i sor : 
Sta rt 1 n9 Sa l ary per 
Last Sa l ary pe r 
Hours pe r Week -:--_____ _ 








How many wee ks ha ve yo u  c u r rent l y  been u nemp l oyed 
Do you wi s h  to make an add i ti ona l s ta temen t rega rd i n g  exper i ences o r  o rgan1 z a t i o n a l  
membe rs h i ps t h a t  cou l d  hel p i n  performi ng  the d u t i e s  o f  the pos i ti o n  yo u are 
a pp l yi n g for � 
The facts set forth i n  thi s appl i c a t i on a re true and compl e te . I understand that 
i f  empl oyed , fa l se s tatements on thi s a p p l i cat i on sha l l be con s i de red suffi c i ent 
cause for d l smi ssa l o 
I further understand that an i nvesti ga t i ve report may be made where i nformation 
i s  obta i ned through person a l  i n te rvi ews wi th my nei ghbo rs , fri ends » o r  others 
wi th whom I am acq ua i nted . Th i s  i nq u i ry i ncl udes i n forma t i on d S  to my cha racter , 
genera l re putati on , persona l characteri st i cs and mode of l i v i ng .  I unders tand 
tha t I have the ri g h t  to ma ke a wri tten reque s t  w i th i n  a rea sona bl e per i od of 
ti me to re ce i ve add i t i ona l , deta i l ed i n forma t i o n  about the n a ture and scope of 
thi s . i nvesti gat i ve consumer re port o 
I have rea d and unders tand the fo rego i n g o  
Date S i gna ture o f  Appl i cant 
FO R OF F I CE US E ON LY 
State re a sons why the above a p p l i c an t wa s se l ected over o the r a pp l i can t s . 
I f  not se l ected , s ta te re a s on s . 




PRE-EMPLOYMENT INQUIRY GUIDE 
Purpose of the Guide 
There are numerous l aws and executive orders requiri ng eq ual  em ployment opportunity and affi rmative action . Under  
these laws ce rta i n  practices relat ing  to employment on the part of  employe rs, labor un ions, em ployment agencies, a nd 
ot hers a re consi dered i l legal if such pract ices d iscri minate aga inst persons because of race, sex, age , re l i gion , color,  
hand ica p, a ncestry, or a rrest and court record . The scope of these laws has been expanded by recent cou rt decisio ns .  
These l aws and court rul i n gs make it necessary for employers and oth ers i n  the business of h i r i n g  worke rs to take a l l  
precaut ions o n  the conte nt of the ir  employment appl ication forms a s  wel l  a s  quest ions somet i mes asked o f  j o b  appl i ca nts .  
This  gu ide i s  provided to assist a l l  con ce r n ed i n  u nde rsta nding and a pply ing the law and to help avoid ask i n g  quest ions i n  
the pre-employme nt process that wou ld  give potent ia l ly  prej u dicial  i nformatio n .  
I t  shou ld  b e  u nderstood clearly that this guide is not a complete definition o f  what ca n and cannot be asked of 
applicants. It is i l l ustrative and atte mpts to answer the questions most freq uently asked concern i n g  the law. It is hoped that 
in most cases the g ive n ru les, either d i rect ly or by analogy, wi l l  guide a l l  personnel  involved i n  the pre-em ployme nt 
processes of recruit i ng, interviewing,  and selecti on.  This guide perta ins  on ly to i nquir ies, advertisements, etc . ,  d i rected to 
a l l  appl icants prior to employment. In formation required for records such as race, sex, and nu mber of dependents may be 
requested after the appl icant is on the payrol l  provided such i nfo rmation i s  not used for any su bseq uent d i scri mi natio n ,  as 
in  upgrad ing or l ayoff. 
These laws are not intended to proh ibit employers from obta in ing  sufficient job rel ated i nformation about appl icants, as 
long as the questions do not el icit i nformation which could be used for discri minatory pu rposes. Appl i cants should not be 
encou raged to volunteer information forbidden by law. These laws do not restrict the rights of employers to define 
qua l i fications necessary for satisfactory job performance, but require that these same standards of qual ifications for h i r ing 
be appl ied equal ly  to a l l  persons considered for employment. 
It is recogn i zed that the mere rout ine  adherence to these laws wi l l  notaccomplish the results i ntended by the cou rts and 
Congress. Employment discri mination can be el imi nated only if the l aws and regu lations are fol lowed in the spi rit i n  which 
they were conceived. This guide wi l l  a id our efforts to i nsu re equal employment opportunity at the University of 










PRE-EMPLOYMENT INQUIRY GUIDE 
PERMISSIBLE INQUIRIES 
"Have you worked for this compa ny under a d i fferent name?" 
" Is any a d d i tional information relative to cha nge of na me, use 
of an assumed name or nickname necessary to enable a check 
on your work and educat ional record? 
If yes, expla i n . "  
Whether appl icant can meet specified work sched ules or h a s  
activit ies, com mitments or  responsibi l i t ies that  m a y  h i n d e r  the 
meeting of  work attendance requi rements. 
I n q ui ries as to a d u ration of stay on iob or ant ici pated a bsences 
which are made to males and females a l ike. 
If a m inor, require proof of age in  the form of a work permit or a 
cert ificate of age. 
Require proof of age by birt h  certificate after bein g  hired. 
Inquiry  as to whether or not the applicant meets the min imum 
age req u i rements as  set by  law and requirement that  u pon hire 
proof of age must be submitted in the form of a birth certi fi cate 
or ot her forms of proof of age. 
If  age is a legal req uirement : "if  h ired, can you furnish proof of 
age?" / or / Statement that h ire is subject to verificat ion of 
age. 
Inquiry as to whether or not an applicant is  younger than the 
employer's regular retirement age. 
For em ployers subject to the provisions of the Rehabil itation 
Act of 1973, applicants may be "i nvited " to ind i cate how and to 
what extent they are handicapped. The emp'loyer m ust i n dicate 
to appl icants that : 1) compl iance with the invitation is 
volu n ta ry;  2) the information is  bei ng sou ght only to remedy 
discr imi nation or provide opportunit ies for the han­
d i ca pped ; 3) the information wi l l  be kept confidential ;  and 4) 
refusing to provide the information wi l l  not result  i n  adverse 
t reatment. All applicants can be asked if they a re able to carry 
out all necessary job assignments and perform them i n  a safe 
manner.  
Inquiry  or rest riCtion of  employment is  permissi ble only where 
a bona fide occupational qualification exists.  (This BFOQ 
exception is i nterpreted very narrowly by the cou rts and 
EEOC) 
The bu rden of proof rests on the employer to prove that the 
B F OQ does exist  and t hat all  me mbers of the a ffected class are 
i n c <1 p a o l e  of pe r fo r m i n g  the job. 
I I l t :' l  I i H': U : t\ I L S  MU� I �l AVUl lJ l iJ I\:i :>t ! . lL l IUI� Cl/ l f lH IA  
UNLESS .!��_(;AN PiCVE TIIA r A DON" f IllE OCCUP!I1 lUNAl 
QUflUI ICA rlUN IS INVOLVED, A BroQ IS  A QUM l riCAT ION 
THAT IS ABSOLUTElY NECESSARY TO PERFORM A JOB. 
( RACJ; JS N�V,ER � BfflQ ) 
INQUIRIES WHICH MUST BE AVOIDED 
Inqui ries about the name which wo uld indicate appl icant 's 
l ineage, ancest ry, national origin or descent.  
Inquiry into previous name of appl icant where it has been 
changed by cou rt order or  otherwise. 
Ind icate : Miss, Mrs., Ms. 
Any inq u i ry i n d i cating whether an appl icant is  married, si ngle, 
d ivorced, engaged, etc. 
Number and age of ch i ldren. 
I n formation on ch i ld-care arrangements. 
Any questions concerning pregnancy. 
Any such question which d irect ly or  indi rect ly  resu lts in  
l im itation of job opportu n ity in  any way. 
Req u irement that appl icant state age or date of birth.  
Requ i rement that appl ica nt prod uce proof of age in the form 
of a bi rth cert if icate or baptismal record. 
The Age Discri mi nation in Em ployment Act of 1967 forbids 
d iscrimi nat ion against persons between the ages of 40 and 70. 
The Rehabi l i tat ion Act of 1973 forbids em ployers from asking 
job ap plicants general questions about whet her they a re 
handicapped or asking them a bout the nature and severity of 
their handicaps. 
An emp loyer must be prepa red to prove that any physica l  and 
mental  req u i rements for a job are due to "busi ness necessi ty" 
and the safe performance of the job. 
Except in cases where undue ha rdsh ip can be proven, 
emp loyers must make "reasona ble accommodations" for the 
physical  and mental l i mitations of an employee or  appl icant.  
"Reasonable accommodation" in cl udes al teration of du ties, 
a lteration of physical sett ing,  and provision of aids. 
Sex of appl icant. 
Any other inquiry which wou ld i n dicate sex. 
Sex is not a BFOQ beca use a job i n volves physical labor (such as 
heavy l i f t i ng) beyond the capacity of some women nor  ca n 
employment be rest ricted just because the job is t ra d i t iona l ly 
labeled " men 's wo r k "  or "women 's wo rk ", 
Sex ca n not be used as a factor for det e r m i n i n g  whether or  not  
an appl ica " t  wi l l  be sat isfied in  a pa r t icu l a r  joo, 
l:� 
(0 
6. RACE OR 
COLOR 
7. AD DR ESS O R  
DURATION O F  
RESIDENCE 
8. B I RT H PLACE 
9.  R E L I G ION 
Genera l dist ingu i s h i n g  physica l cha racter ist ics such as sca rs, 
etc. 
Appl ica n t 's address. 
I nqu i ry into place and length of cu rrent and previous 
addresses . 
" How long a resident of this  St ate or ci ty ?" 
"Can you a fter employment s u b mi t  a birth ce rt i f icate or ot h e r  
proof of U . S .  c i t izen sh i p ? "  
A n  a pp l icant  m a y  b e  advised concer n i n g  norma l h o u rs a nd 
days of work req u i red by the j o b  to avoid poss ib le co nfl ict with 
re l i g i ous or ot h e r  pe rsona l convict ion.  
1 0. M I L ITARY RECORD Type of educat ion and e x perience i n  se rvi ce as i t  relates t o  a 
part i c u l a r  job.  
1 1 .  PHOTO G R A PH 
1 2. C I T I Z E N S H I P  
May b e  req u i red after h i r i n g f o r  ident i f icat ion.  
" Are you a c i t i ze n  of  t h e U n i t e d  States ? "  
" I f you are not a U . S . c i t i ze n ,  have you the legal  r ight t o  rema i n  
pe rm a n e nt l y in  t h e  U . S. ?  
D o  you i ntend t o  remai n  pe rma n e n t l y  i n  the U . S. ?  
S t a t e ment t h a t  i f  h i re d .  a pp l i cant may b e  req ui red t o  s u b m i t  
proo f of c i t i z e n s h i p .  
I f  n o t  a c i t i z e n , a r e  y o u  pre v e n t e d  f r o m  l awf u l l y beco m i n g  
e m ployed because of v i s a  or i m migr a t i o n s t a t u s ?  
A V U I U  q u e � l I u n �  l O I l L e r l l l l l g  d p \-> I I L d l l l  � I l C l g l l l  u r  W C l g l l l  
u n l ess y o u  ca n prove they are necessary require me nts for t h e  
job to be performed . 
Appl icant's race .  
C o l o r  o f  appl ica nt 's s k i n ,  eyes, h a i r , etc., or  o t h e r  quest ions 
d i rectly or i n d i rect ly  i n dica t i n g  race or color.  
Speci fic i nq u i ry i n to forei g n  addresses wh ich would i n dicate 
nat ion a l  o r i g i n .  
Names o f  relat ionsh i p  of persons with whom appl icant resides .  
Whether a ppl ica n t  o w n s  or rents home. 
Birth place of appl ica n t .  
Birt h p lace o f  a pplica nt's p a r e n t s ,  spouse, or o t h e r  rel a t i ves.  
Req u i rement t h a t  a ppl ica n t  s u bmit  a birth ce rt i fi cate,  
n a t u ra l i za t i o n  or baptis m a l  record before e m ployme n t .  
Any other  i n q u iry  into nat ion a l  or ig i n .  
Appl ica n t 's r e l i g i ous deno minat i o n  o r  affi l ia t ion,  ch u rch , 
pari s h ,  pastor ,  or r e l i g i o u s  h o l idays observed. 
Appl ica n ts m a y not be told that a n y  part icu l a r  rel i gious gro u ps 
a re requi red to work on t h e i r  re l i g ious hol idays .  
A n y i n qu i ry to i n d icate o r  ident i fy r e l i g i ous den o m i nat ion or 
customs. 
Type of d i sc h a rge.  
Req u i rement that  a ppl icant  aff i x a photograph to his a ppl ica­
t i o n . 
Req u est t h at appl icant ,  at h i s  opt i on , submit  ph otogra p h .  
Req ui rement of photograph after i nterview b u t  before h i r i n g .  
" Of w h a t  co u n t ry a re y o u  a citi zen ? "  
Whether appl icant  o r  h is  parents or  spouse a r e  natu ra l i zed o r  
nat ive-born U . S. cit izens .  
Date when a ppl icant  or parents  or  spouse acq u i red U . S . 
c i t izensh ip.  
Requ irement  t h at a ppl ica n t  prod uce h i s  natu ra l i zat ion pa pers. 













18. NOTICE IN 
CASE Of 
EMERGENCY 
19. ORGANI ZATIONS 
20. REFERENCES 
21.  MI SCELLANEOUS 
la nguages a ppl icant reads, spea ks, or writes fluently. 
( I f another lan guage is necessary to perform the job. ) 
Appl ica n t 's academic, vocational, or professional education ; 
school attended. 
I nquiry i nto language ski l ls such as reading,  spea king,  and 
writ ing foreign languages. 
Applicant 's work experience, including names and addresses 
of previous employers, dates of employment, reasons for 
leavi ng, salary history. 
Other cou ntries visited. 
I nq u iry i nto actual convictions which relate reasonably to 
f i tness to perform a particular job. (A conviction is a court 
ru l ing where the party is found guilty as cha rged . An arrest is 
merely the a pprehending or deta in ing of the person to answer 
the alleged crime.) 
Names of appl icant's relatives a lready employed by this 
company. 
Names and addresses of parents or guardian of mi nor 
appl icant. 
Name and address of persons to be notif ied i n  case of accident 
or e mergency.  
Inqu iry i nto the organ izations of wh ich a n  appl icant is  a 
member providing the name or character of the orga n i zation 
does not reveal the race, rel igion, color, or an cestry of the 
membership.  "l ist all professional organizations to whi ch you 
belong. What offices are held r' 
By whom were you referred for a posit ion here? 
Names of persons wil l ing to provide professional and/or 
cha racter references for applicant.  
Not ice to a ppl icants that any misstatements or omissions of 
material facts in the appl ication may be cause for dismissal .  
Inquiries into .applicant 's l i neage, ancestry, nation a l  or i g i n ,  
descent, birthplace, or mother tongue. 
National origin of applicant's parents or spouse . 
Any i nq u i ry asking specifically the nation al i ty,  raci a l  or 
re l igious affi l iation of a school .  
I nqu i ry as to how foreign language abi l i ty  was acqu ired. 
Any inquiry relat ing to arrests. 
Ask or check into a person's arrest, court, or conviction record 
if not substantially related to functions and responsib i l i t ies of 
the pa rticular job in question . 
Name or address of any relative of adult applicant.  
Name and add ress of relatives to be notified i n  case of accident 
or emergency. 
"list al l  orga nizations, cl ubs, societies, and lodges to which you 
be long." 
The na mes of  orga n i zations to wh ich the applicant belongs i f  
such information would indicate through cha racter or  name 
the race, rel ig ion,  color, or ancestry of the membership. 
Requi re the su bmission of a rel igious refere nce. 
Request reference from appl icant's pa stor. 
ANY INQUIRY SHOULD BE AVOIDED WHI CH, ALTHOUGH NOT SPECI FICALLY LISTED AMONG THE ABOVE, IS 
DESIG NED TO ELICIT INFORMATION AS TO RACE, COLOR, ANCESTRY, AGE, SEX, RELIGION, HANDICAP, OR ARREST 
AND CO URT RECORD UNLESS BASED UPON A BONA FIDE OCCUPATIONAL QUALIFICATION. Rev. 1 0/78 
CLERK TYPIST 
DEFINITION 
E mployees In th is class work u nder general d i rection. Work Is 
performed In general cleri cal tasks Involv i ng reception, typing and 
fll lng, and performing related work as req u ired. 
EXAMPLES Of WORK PERFORMED 
Types a rticles, letters, memor anda, reports, statements, purch ase 
orders, tabulation, and other materials from copy or ro u g h  draft ; c uts 
and proofreads stencils ; operates mimeograph, copy machines, and stencl I 
cutting mac hine. 
S o rts a n d  f i l es co r re s po nden ce, reports, vou ch ers, or ot h er 
materials n u merically, alp h a beti c al l y, or b y  o t h e r  e s ta bl i s h ed 
classifications ; processes mal I. 
Meets the public, gives non-technical Information, and explains we i I 
defined r ules ; screens and refers off r ce callers ; opens, sorts, and 
dlstr r bu tes mal I ;  takes telephone messages ; may act as re i lef telephone 
operator or receptionist. 
Completes and mal I s  routine forms or form letters ; posts data from 
forms or fo r m  l e tte r s  o n  c a r d s  o r  ot h e r r e c o r d s  b a s e d  on w e i I 
established procedu res. 
Comp utes data from listing, reports, or other records ; assembles 
data In appropriate form for use In completing req uired reports. 
Performs related work as req u ired. 
REQUIRED KNOWLEDGE AND ABILITIES 
Know ledge of B u siness Engl Ish, arithmetic, spel ling, modern office 
practices, procedures, and eq uipment. 
Ab r I r ty to understand and fol low oral and written Instructions. 
Ab ility to learn ass i gned cler i cal tas ks r ea d i ly a n d  to a d h er e  to 
prescr i bed reasonable speed. 
Ski I I In typ ing from rou g h drafts or clear copy at prescribed rate 
of speed. 
Abl I Ity to establish and maintain an effective working relationship 
with the public and other employees. 
QUALIF I CATIONS 
Any combination of training and experience eq uivalent to : 
Graduation from an accredited hig h  school 





























S t ep A 
$ 4 , 428 
- 4 z 6 9 2  
4 , 968 
5 2 2 6 8  
5 , 580 
5 2 9 16 ' 
6 , 2 7 6 '  
6 z 648 
7 , 056 
7 2 476 
7 , 9 32 
8 1 400 
8 , 9 04 
9 2 444 
10 , 008 
10 z 6 20 
11 , 2 5 6  
1 1 z 9 40 
12 , 660 
1 3 2 428 
, 14 , 2 32 
1 5 1 0 84 
15 , 9 84 




$ 5 , 580 
5 2 9 16 
6 , 2 7 6 
6 2 6 48 
7 , 056 
7 2 476 
7 , 9 32 
8 z400 
8 , 904 
9 2 444 
10 , 008 
102 620 
1 1 , 256 
112 940 
12 , 660 
1 3 2428 
14 , 2 32 
15 z084 
15 , 984 
1 6 2 9 44 
1 7 , 964 
1 9 1044 
20 , 184 
2 12 396 
PAY PLAN 
Salary Ranges 
Monthly' Salary Range St eps 
A B C D E 
$ 36 9  $ 39 1 $414 $439 $465 
391 414 439 465 49 3 
414 439 465 49 3 523 
4 39 4 65 49 3  52 3 554 
4 65 493 523 554 588 
4 9 3  5 2 3  554 58 8 623 
5 2 3  55 4 588 62 3 66 1 
5 5 4  588 623 66i 700 
588 62 3 661 700 742 
6 23 661 700 742 787 
661 700 742 78 7 834 
700 742 ' 787 834 885 
7 42 78 7 8 34 885 938 
78 7 834 885 938 99 5 
8 34 88 5 9 38 995 1 , 055 
885 93 8 995 1z055 1z 119 
9 38 995 1 , 055 1 , 119 1 , 186 
9 95 12055 1zl19 1z186 1z 25 7 
1 , 05 5  1 , 119 1 , 186 1 , 25 7  1 , 332 
1 2 119 1 z 18 6 1 2 25 7 1z 332 12 412 
1 , 18 6  1 , 2 5 7  1 , 332 1 , 412 1 , 49 7  
1 z 2 5 7  12 33 2 12412 12497 12587 
1 , 332 1 , 412 1 , 49 7  1 , 58 7 1 , 682 
1z 412 1 249 7 1 z 5 8 7  1 z 682 1z 783 
F- l 
--�--------�------� --------------------� 
C l a s s  T i t le 
ADMINI STRATIVE AND CLERICAL 
Clerk I 
C l e rk I I  
Ac coun t Clerk 
Adminis trative Secy . 
As s o c iate Pl anner 
Adminis t ra t ive As s i s t . 
City Clerk 
Finance Di rector 
Planning D irec to r  
PUBLIC HEALTH AND SAFETY 
An ima l Con trol O f f icer 
Sanitat ion In spe c t o r  
Entomo logist 
_ S anitation Superin tendent 
C i ty San i tar ian 
Parking Control O f ficer 
Po lice Disp atche r 
Police Patrolman 
Po l i ce Sergeant 
Police Chie f 
Fire Dispatcher 
Fire Fight er 
Fire Equipment Ope rator 
Fire Lieut enant . 
Fire Cap t ain 
As s i s t ant Fire Chi e f  
Fire Chi e f  
AS S IGNMENT OF SALARY ruu�GES 
BY POS ITION 
Monthly 
Grade A B 
8 4 9 3  5 2 3  
9 5 2 3  5 5 4  
1 1  5 88 6 2 3  
1 2  6 2 3  6 6 1  
1 7  843 885 
20 995 1 , 05 5  
2 1  . 1 , 055 1 , 11 9  
2 4  1 , 2 5 7  1 , 332 
25 1 , 332 1 , 41 2  
11 5 88 6 2 3  
12 6 2 3  6 6 1  
1 7  8 4 3  8 85 
2 0  9 95 1 , 05 5  
2 1  1 , 05 5  1 , 119 
11 588 6 2 3  
11 5 88 6 2 3  
- 1 5  742 7 8 7  
2 0  995 1 , 05 5  
2 4  1 , 25 7  1 , 332 
(10) 554 588 
( 14) 7 00 7 4 2  




( 2 3 )  1 , 186 1 , 25 7  
CON STRUCTION AND UTILITY SERV ICE 
Janitor 9 5 23 5 5 4  
Laborer 10 554 5 88 
S e rvi ceman 11 5 88 6 2 3  
Park Ma int enanc eman 1 2  6 2 3  6 6 1  
Equipmen t Ope ra t o r  I 1 2 6 2 3  6 6 1  
S t re e t  In s p e c t or 1 3  6 6 1  7 00 
Equ ipmen t Ope rator II 14 7 00 7 4 2  
Ut ilit ie s Serviceman I 12 6 2 3  6 6 1  
Wa t e r  He ter Re ader 13 661 7 00 
U t i lit i e s  S e rviceman I I  1 4  7 00 7 4 2  
F- ? 
Salary Range S t eps 
C D E 
5 5 4  588 62 3 
588 623 661 
6 6 1  700 742 
7 00 742 787 
938 995 1 , 005 
1 , 119 1 , 186 1 , 25 7  
1 , 186 1 , 25 7 1 , 332 
1 , 41 2  1 , 49 7  1 , 58 7  
1 , 49 7  1 , 587 1 , 6 8 2  
6 6 1  700 742 
700 742 7 8 7  
9 38 995 1 , 05 5  
1 , 119 1 , 186 1 , 2 5 7  
_ 1 , 186 1 , 25 7  1 , 332 
6 6 1  7 00 7 4 2  
66i 700 742 
8 34 885 9 38 
1 , 119 1 , 186 1 , 25 7  
1 , 412 1 , 49 7  1 , 5 8 7  
6 2 3  6 6 1  700 
7 8 7  834 885 
9 38 
995 
1 , 1 19 
1 , 186 1 , 25 7  
1 , 332 1 , 412 1 , 49 7  
5 88 623 6 6 1  
6 2 3  661 700 
6 6 1  7 00 742 
700 742 7 8 7  
7 00 742 7 8 7  
742 787 834 
7 87 8 34 885 
700 742 787 
742 7 8 7  834 
7 8 7  834 885 
Mon t h ly Sala r y  Range S t eps 
Class Tit le G r ade A B C D E 
Fi l t er P lant Operator 16 7 8 7 8 34 885 938 9 9 5  
Water and Sewe r Foreman 1 7  8 3 4  8 8 5  9 38 995 1 , 0 5 5  
Parking Meter Serviceman 12 6 2 3  661 700 742 7 8 7  
Elec t r ician ' s Helper 12 6 2 3  6 6 1  7 00 742 . 7 8 7  
Automo t ive Mechanic 15 7 42 7 8 7  834 885 9 38 
C i ty Ele c t rician 1 8  885 9 38 9 95 1 , 055 1 , 119 
Cemetery Sexton 14 7 00 7 4 2  78 7 834 885 
Parks Fo reman 1 7  8 34 885 9 38 . 995 1 , 05 5  
S t reet Foreman 1 7  8 34 885 9 38 995 1 , 05 5  
RECREAT ION AND ENGINEERING 
Recreat ion Worke r 10 554 588 6 2 3 661 700 
Recreation Le ade r 15 742 7 8 7  834 885 9 38 
Sup t . ,  Parks & Recreat ion 2 3  1 , 186 1 , 25 7  1 , 332 1 , 4 12 1 , 4 9 7  
Sup t . o f  S treet s  2 1  1 , 05 5  1 , 11 9  1 , 186 1 , 25 7  1 , 3 32 
Sup t . o f  Wat er & Sewer 2 2  1 , 119 1 , 186 1 , 25 7  1 , 332 1 , 412 
Plumb ing & Gas Inspe ctor 17 8 3 4 885 9 38 995 1 , 05 5  
Building Inspecto r  1 7  8 34 8 85 9 38 995 1 , 05 5  
Engineering Technician 1 7  8 34 885 9 38 995 1 , 05 5  
Civi l Engineer 2 2  1 , 119 1 , 186 1 , 2 5 7  1 , 332 1 , 412 
Director o f  Pub l i c  Wo rks-
Engineer . 2 6  1 , 412 1 , 4 9 7  1 , 58 7  1 , 68 2  1 , 7 8 3  
F- 3 
B I BL I OGRAPHY 
J am e s  M .  B a n o v etz , Manag i ng the Modern CIty, I nter nat i ona l C i ty Management 
As soc I a t i on ,  1 97 1 .  
W I n s t o n  W .  C r o u c h , Loca l Goyernment Personne l AdmI n I strator, I nternat I ona l 
C I ty Ma nagement As soc I at I on ,  1 97 6 . 
J o h n N .  M a t z e r , J r . , Person ne l Management ; A Gu i de for Sma l I Loca l 
Governments , B u r ea u o f  I n te r g o v e r n m e n t a l P e r s o n n e l ,  U .  S .  C I v I l S e r v I c e 
Comm I ss I on a n d  the I nter nat I ona l C I ty Man agement As soc I at I o n ,  date u n k now n . 
pre- Emp l oyment I nQu I ry Gu I de ,  U n I ver s I ty o f  Te nnessee Ce nter f or th e Hea l th 
Sc I ences , 1 978 . 
Tennessee Code Annotated , Vo l ume 3 .  
Charter of the C i ty  of Jackson. Tennessee, Sect i on s  84 th rough 1 1 3 .  
Charter of the Town of Bruceton, Tennessee , Sect I on s  3 . 08 a n d  3 . 0 9 .  
Your Emp l oyment App l I catIon ,  Burea u  of  I nte rgover nmenta l Per son ne l Programs , 
U .  S .  C I v I l Serv I ce Comm I s s I on ,  1 97 5 . 
